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wItH  tH«m«  easy-to 
comprehensive  courses 

Naturally  you  war^t  to  prepare  your  ttudenti  most 
effectively  to  take  their  placet  in  the  butineti  com* 
munity.  It  followt  that  you  wont  to  train  them  on' the 
machines  that  ore  the  choice  of  butinett... advanced 
figuring  machines  by  Monroe.  And  to  make  your 
instruction  easier,  Monroe  hat  prepared  a  complete 
course  of  study  for  every 'machine.  You’ll  find  these 
up-to-date  courses  include  many  .valuable  tips  and 
short-cuts  to  top  machine  operation.  Important  too, 
Monroe  figuring  mochinet  insure  your  school's  invest* 
ment.  For- full  informotion  write  Educational  Dept. 
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From  classroom  to  office,  the  switch  is  to  electrics 


—  and  the  IBM  is  the  favorite  by  far! 


()1  tlir  j'rowinj'  tri*ii<l  f«»  I'Irctrics  in  liiisiiicss  |).»rti«  ii- 

l.irly  HIM  I'hTlrit  s  -  |)n>fi(  inu-y  in  typing  is  v*Ty  ini|Hiil.nit 

for  to< lay’s  stiidoiits.  lint  rr.isoii  cnoii^li  for  scIkmiIs  to  switcli  to  rlrc- 
trit  s  is  tin*  fad  that  tin*  IflM  is  .1  .vnprrior  instnnurut 

With  tin*  IHM,  traohors  find  th.it  ( .irri.ij'o  and  strokinj;  rlrills  can 
he  siinplifii'd,  cnahlin^  students  to  com  cntr.itc  on  s|>«'cd  and  <i<  <  n- 
rac-y.  'I'his  means  more  time  for  te.u  hinj'  over-all  typing  tet  hniipies. 

Why  not  ask  your  IliM  represent.it ive  to  tell  yon  more  alnnit  the 
superiority  of  the  IHM  Klectric  typewriter  .is  a  te.ichint'  instrnnient 


with  lt«  one  millionth  eleotrio  typewriter! 


■  / 


.,v 


THE  BUSINESS  TEACHER’S 

a  < 

THIS  IS  'I  IIK  LAST  MONTH  in  which  you  may  siihinit  your  problems  unci 
Miliitions  and  still  lx*  cliKibU*  for  this  year’s  Froblc*m  (,’Iinic  Awards.  Rememl>er, 
thcTe  will  lx‘  prizes  of  $25  and  $1.5  for  the  two  Ix-st  solutions  we  rc*c'c*ive 
Ix'fore  .May  1st  and  prizes  (»f  $10  and  $.5  for  the  two  Ix’st  probh'ms.  Sc'tid  your 
entries  to  I’rohlem  (dinic,  Bcsinkss  Kih;c;aii(>n  Wohi.d,  3.‘W  VV«*st  42  Street, 
.New  York  50,  .New  York.  .Now  here  is  a  new  problem  lor  this  month. 

There  is  in  our  schcMil  at  the  present  time  u  partially  siidited  Ixiy, 
very  briKlit  mentally,  who  is  to  Im*  a  memlK*r  of  a  regular  beKinniiiK 
typiiiK  class  in  September. 

The  State  Director  for  the  Blind  was  consulted  during  a  (piestion 
IR^riml  after  a  recent  address  sponsored  by  our  education  association. 

His  reconiniendation  was  that  this  iMiy  Ik*  treated  in  every  way  as  a 
fully  sighted  |H*rson. 

Knowing  the  Ixiy  will  not  Im*  able  to  see  the  typing  chart  even 
though  seated  close*  to  it  and  that  the  textlxNik  will  l>e  readable  only 
if  held  close  to  the  face,  I  am  wondering  if  there  are  teachers  who 
have  had  a  similar  problem  and  who  have  found  a  practical  solution 
in  which  the  student  is  a  participating,  inconspicuous  memlH'r  of  the 
usual  iM'ginning  typing  class. 

Dic  tation  and  Braille  are  regarded  as  undesirable. 

Anonv  MCU'S 


-INSTRUCTORS-  |  ! 

SAVI  YOUR  VALUABLE  TIME  |  I 

l  et  the  chair  leach  “Correct  Pos¬ 
ture.’*  Numerically  AI.LI)  measure¬ 
ments  on  Scat  and  ii.ick  allow  each 
student  to  scat  himself  properly  in  30 
Sl.(  ONDS  DK  I  I  SS.  i 

“PHYSK  Al.  (DNIkOI.”  can  be 
improved  from  10  to  23%.  A  MUST 
lOK  HIITLk  lYPINfi  TICH- 
NIDUI*.  “I  KT  fill,  f  HAIk  DO  II."  i 
IMF.  MODFkN  C OMMI.KCIAI.  | 
k(K)M  f  HAIk-<^T)SI5  less— gives  ' 
MOkF.  Prepaid  freight  on  10  or 
more  chairs. 

tor  Brochuro  ottd  Prico  Li»t 

TUSCO  SEATING  COMPANY,  INC. 

Pinallot  litternotionol  Airport 
St.  Potorsburg,  Florida 


UP  GOES 

EFFICIENCY 

in  classroom  or  office!  I 


CLEAR-VIEW 
COPYBOOK  HOLDER 

holds  all  sizes  and  types 


o/  top-bound  books 

V  S«li*«a«  tliOMi,  tanupn,  piwnoict  scciitMt. 

V  I"  S  It"  ■  I*  Oft  Cm  all  piovitlat  la- 

aotv  tiacofa 

V  T«a  caa¥«airnl  aiua^at  Cu<  pant  af  pancili 
Will  aat  "»aU  aU  >«atS 

.  AUiatliva  (alait  lotaaa,  brown.  Ivory,  nMlallU 
O' ay,  yallow 

V  Swaollt  twrlata  ptoviOat  voty  tivaamp  anO  na> 
momout  oppaorontv 

V  CantliMClarl  al  lanp  latiinf.  rainlortaO  palytlyrati. 
platiK 

PllCIt 

1. 1 1  CapybaoS  HoMart  (2  00  aaCS 

12  41  CapybaoS  HaMart  I  7)  aocS 

44  4(  CopytMaS  Holdari  I  M  aarS 

47  pad  atora  t  50  aacS 

Nrlcaa  t  0  ■  Soa  Otaoa.  Calllarnia 

CLEAR-VIEW  COMPANY 

Dap*  ■  III?  tara  it.,  loa  Olaoa  4,  Colli 


NOVEMBER  PROBLEM 

/  luit  i’  rrtnnu  tl  to  toachion  after 
nil  ah.si’tKr'  of  ten  tjearn.  I  have  uo- 
tirerl  that  tfte  atetltod  of  /ignring  the 
net  nortfs  per  minute  in  ttjpinn,  «.v 
i■^  reunnmetufed  hy  tin-  text  that  I 
use,  i.s  rfifferent  from  tfte  methorf  / 
formerly  used. 

My  textlnmk  rr’eommends  dit  idin^ 
the  unm  strtrkes  fry  /n  i?  to  net  tfte 
gross  II  orris,  snhtrar  t  ntnnher  errtn, 
ami  divide  hy  leiy'th  of  time  to  net 
net  u  rmis.  I'ormerly  I  penrdizfd  each 
error  It)  words.  I  nnderstand  tiuit 
state  eontists  and  employment  anr’n~ 
ties  also  pemilize  10  words  for  an 
error.  Whirh  methtnl  shoidd  I  follow 
and  why? 

Fkaiu,  Zi  wk 
Hesert  e,  l^misiana 

Suggested  Solution 

Dear  Miss  '/.ewe; 

i’etliaps  voii  might  In-  interested 
ill  one  aeiepted  niethiNl  ol  m.irking 
s|M‘ed  tests  in  Kngland.  In  my  opin¬ 
ion,  the  use  ol  a  Kl-word  error  pen- 
.ilty  is  not  advisable  iH-e.inse  it  en- 
eoniagt-s  tyjiists  to  lorci*  their  speeil 
.it  the  ex|N-ns4‘  of  accuracy.  The  net 
lesnlt  diN-s  not  give  a  true  picture 
ol  the  sludeni's  perlormance. 

The  ineth<Nl  geiierallv  used  in  this 
eoiintry  is  not  to  atxvpt  s|x-ed  tests 
with  more  th.in  2  |N-r  cent  «*rrots. 
fbi  a  l()-minnle  s|n-«-«1  test,  the  cal¬ 


culation  is  as  follows  for  2,25b 
strokes;  2,259  divideil  by  .5  eipials 

I  ts  in  10  niiniiles;  4  IS  dividecl  by 
10  eipials  ll.S  (45  words  per 
ininiite);  2  |M-r  cent  of  450  (44S; 
eipials  9  errors  niaximiim. 

Personally,  in  my  own  cl.issi-s,  I 
mark  the  paix-rs  from  1(K)  pi-r  cent 
to  95  per  ceni,  but  Im-Iow  95  |H*r  cent 
they  are  markeil  as  not  acxeptable. 

II  a  girl  hands  in  a  p.iper  with  2,259 
strokes  and  0  errors,  my  ealenlation 
lor  marking  would  In-  as  follows:  9 
c-rrois  equals  2  per  lent;  then-lore 
I  error  equals  2/9;  0  errors  would 
eqn;d  2  9  times  0,  which  equals 
4  5  |M-r  cent,  which  is  1  1/3  jw-r 
is-nt.  Therefore  the  pajK-r  would  In- 
m.iiked  KMI  |M-r  lent  minus  1  1  3 
[x-r  ci-nt 

I  hope  this  may  lx*  of  .some  inter¬ 
est  to  yon. 

.\.  S  Bl-.l  SON 

Mayfield  Srhool 

I'lrtney  County,  I'.nniand 

JANUARY  PROBLEM 

My  prohlem  is  every  tear  her  s 
pnthlem  that  of  ineorreet  spellinn.  I 
feel  that,  if  we  bring  the  prohlem  t»f 
how  to  tent  h  spellinn  O*  Lhe  l"rohlem 
Clinie,  we  ean  all  gi-f  some  notul, 
wtwkahle  ideas-and,  too,  misery  loves 
conrfHiny. 

What  f/o  I/on  think  alamt  haviirn  a 
list  of  frtmi  VK)  to  .500  words  compiled 


I 


Bl’SINKSS  i:i)rf:.\TK)N  WOHI.D 


I’acli  yrar—hy  SOMA,  if  at  all  fHUt- 
si^Ae-and  usinn  it  an  tme  (rf  the  nwatus 
of  fiuidinfi  sUuU-nts  into  aiul  out  of 
shorthand}' 

I  gate  the  folhniing  list  of  u'ords  ; 
to  my  shitrthatul  class  at  the  begin- 
ning  of  this  year: 

(Spac<*  dot's  not  ix-rinit  iis  to  rt*- 
jx-at  tlif  list  hfn*.  It  apjXMrs  on  paK«- 
5  of  the  January'  BKW.— Kd.) 

The  scores  ranged  from  H7  to  3f) 
per  cent,  with  an  average  of  id  words 
missiHlled  out  of  the  KX).  I  he  class, 
ctnnitosed  of  senurr  girls,  is  a  potrrer 
class  tlum  I  usually  hare;  hut  it  seems 
that  I  always  get  more  than  my  share 
of  ;xK/r  sjH’llers. 

I’d  like  to  knoti  htm  other  business 
teachers  cope  with  a  situation  like 
this.  Just  how  do  they  teach  sjrellittg 
withottt  taking  too  much  time  from 
shorthaiul,  typing,  and  transcription}'  j 

/  am  beginning  to  wonder  more  i 
and  more  if  our  audio-vistutl  age  ! 
won’t  bring  alnmt  simplified  spelling,  ! 
as  it  brought  about  simplified  short-  j 
hand.  What  do  you  think:' 

I’m  going  to  hnik  forward  to  the 
exchange  of  many  usefid  ideas  that  \ 
will  be  of  help  not  only  to  me,  but 
tit  many  other  teaclu'rs  in  the  field. 

Hi'hv  L. 

lola  ( Kansas)  Senittr  High  School  \ 

Suggested  Solution 

Dear  Miss  Selson: 

Yes,  the  spelling  prol)lem  is  every 
teaeher’s  pr<il)letn.  An  exehan^^e  ol 
ideas  on  this  subject  should  help  all 
(»f  ns. 

Perhaps  yonr  idea  of  iisiny  a  spell¬ 
ing  list  to  );nide  stiidi'iits  into  or  out 
of  shtirthand  has  merit;  however,  1 
do  not  think  that  it  eonid  lx*  nsetl 
with  justification  in  all  eases,  for  it 
nn’Klit  result  in  only  a  few  students 
<|nalifyinK  to  take  shorthand.  It  seems 
t»»  me  that  tin-  real  answer  to  the 
problem  lies  in  finding  a  satisfactory 
method  of  teachin)^  our  students  to 
spell. 

Some  of  the  methods  I  h.ive  he«*Ti 
tryini;;  in  reci'iit  years  s«*em  to  lx- 
I)ayinK  off  in  improvi'd  s|x-llin^  on  my  | 
stmliMits’  pa|X‘rs.  I  would  like  to  pass 
a  few  of  them  alon^  to  you. 

Students  start  their  secretarial 
course*  in  their  junior  year  with 
course's  in  typing  and  short h.uid.  1 
e‘m|)hasi/e  from  tlie  start  that,  Ix'fore 
these  skills  can  Ix'come*  profitable*, 
my  stufle'iits  must  Ix-eome*  ace'urate 
sp<'lle-rs.  Inte'iisive  drill  is  five'll  (»n  i 
all  words  that  apix-ar  in  the  marKinal 
re-minde'rs  of  the  (Jre'HK  Shorthand 
Bexrks.  Semietirru'S  we  have-  eeral  spe-ll- 
in({  drills  in  corine'ction  with  short¬ 
hand-writing;  game-s  (students  must 
write  the  shrrrthand  outline  corre*ctly, 
then  sjx'll  it  alexid  Ix-fore  the*y  score* 


^  ^  ^ 


♦Why  your  students  write  better  shorthand 
with  a  Gregg'-approved  Esterbrook  Pen. 


I'.very  teacher  of  dregg  sherethaiiel  knows  that  perfect  (in'gg 
can’t  lx*  vvritte'n  with  a  |x‘ncil,  err  an  eirdinary  |M'n. 

,\n  Ksterhrexrk  jx-n  with  ( iregg-apiuerve-el  |X)int  (Nei.  I.'i.'j.'i) 
write's  the  e'oinple'tely  iiniferrin  line  ser  iin|K>rtant  ferr  ch'ar, 
le^il)le  (irej'g.  It’s  a  writing  instniment  ed  the  very  highest 
ejuality  starts  writing  instantly,  won’t  leak,  needs  ahnerst 
no  “writing  pre'ssnre'.’’ 

What’s  nierre  I'Atc'rhrexrk  is  the*  only  ( »regg-appreiveel  |x'n 
frricf'el  within  the  range  erf  e*very  stnelettt  at  ernly  .md 

the'  only  erne  with  r epiae  e'alrle  jxrint. 

\  datnage'el  |xrint  ihre'aels  ernt  e'asily,  a  ne*w  erne*  thre'aels 
in  in  se'e  crnds.  (  I  ertal  cerst  erf  re*plae  eine‘nt  .  .  .  jtjst  anel 

the  [x'li  is  as  gexxl  as  n<'W. 

.May  we  sugge*st,  the*n,  that  yern  ie*e  erininenei  the*  Kste'rirrexrk 
[x*n  ter  yeriir  sherrthand  stude  nts. 


—  the  only  Gregg-approved 
pen  with  replaceable  points.  Just  $2.95. 


AI'BIL,  1958 
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lik^wearing  magic  gloves!  ... 

underwood 

1  - 

Adding  &  Accounting 


HELPS  SOLVE  3  OF  YOUR 


BIGGEST  FIGURE  WORK  PROBLEMS! 


In  kHooI  tyttemt,  in  butinest  offices.  Master-  Write  for  these  free  Underwood  booklets: 
Touch  speeds  figure  work  with  the  world's  simplest  •  Methods  of  Planning  for  Office  Procedures 

number-printing  keyboard.  Why  not  learn  more  •  10-Key  Instruction  Manual 

about  Master-Touch  in  the  classroom  and  office?  •  Bookkeeping  Machine  Instruction  Manual 


u  hdervvood 

masters  your  paperwork 


Bl'SINKS.S  KI)UC;ATI()N  WORIJ) 


o  ADDING -SUBTRACTING 

with  a  low  priced  phorte-tiie  model 

New,  sturdy,  all 'electric  Under¬ 
wood  Add'Mate  weighs  only  TV-j 
lbs.  Gives  you  big  machine  re¬ 
sults.  Adda,  subtracts,  multiplies, 
totals,  sub 'totals.  SlBH.fH)  plus 
tax.  Buy  it  for  $9.26  a  month. 
Carrying  case  optional. 


0  POSTING  ACCOUNTS 

New  Underwood  Bost-Master 
—  ideal  low  cost  posting  ma¬ 
chine.  Posts,  balances,  proves 
ledger  and  statement  in  a  sin¬ 
gle  line  entry.  Bookkeepers  like 
its  swift,  error-free  operation. 
You  may  buy  a  Poat-M aster 
on  easy  monthly  terms. 


Saves  all  thn  time  it  takes  to; 

•  ffK)t  and  iMilance  each  indivi¬ 
dual  account. 

•  locate  and  correct  trial  bal¬ 
ance  errors. 

•  put  the  detail  on  and  bal¬ 
ance  statements. 


Ftr  trM  hMkttti.  wrtt«: 
Dr.  Earl  G.  Nicks,  Mgr. 
Business  Education  Oiv. 
Underwood  Corporation 
One  Park  Avenue 
New  York  16,  N.  Y. 
Attention  Dept.  A 


o  GENERAL  ACCOUNTING 

Multi-total  General  Accounting  of  all  necessary  totals,  auto- 
Machinecan  be  programmed  for  matic  proof  of  all  balances, 
many  jobs.  F'or  payrolls,  it  has  HartdleH  ar:count»  receivable,  ue- 
automatic  consecutive  check  counte  payable,  atrjck  recordn, 

numbering,  automatic  check  ntatifiticat  recordn  and  reportii, 

protection,  automatic  computa-  general  ledger  recordn,  budget- 
tion  of  ail  necessary  year  to  ary  recordn  —  any  job  rer|uiring 
date  figun-s,  automatic  storage  multiple  totals  and  balances. 


4  ptmit  Un  thrir  team ) .  I  often  dictate 
wt^da  frtmi  tfM;ir  daily  aakiKiiirn'rit 
( iinhiK  only  a  ft'w  miniitea  at  the 
l>ef(imiirig  (A  the  |M*riod),  'Flifm  1 
(pve  rtxxignitioii  to  tlK>*«  who  were 
acturute  ape|l<*ra  and  alao  to  thos«; 
who  trr<|>r(A'ed  tlie  moat  Kiiic<;  the  last 
•i|X‘llifiK  f{ui/.  F^iicoiiraf{(*meiit  and  de> 
velopnx'fit  of  c<Mifidence  are  exM'ntial 
to  huiIdiiiK  K|M'llin}(  akill. 

After  tl»e  shorthand  class  starts 
IraiiscrihiriK,  much  emphasis  is  placed 
on  rruilahle  Inters  and  the  need  for 
chivkiiiK  in  the  dictionary  any  word 
that  students  are  not  c<*rtain  they 
have  s(M*licd  c<»rre<-tly,  h^ach  student 
keeps  a  list  of  all  the  words  that  he 
miss|H'lls,  an<l  |M'ri<Nlically  I  call  for 
ea<ji  list  and  cheek  the  student  on  the 
s|H*llinK  of  his  particular  words. 

An  awareness  of  accurate  s|M‘IlinK 
cun  also  lx*  instilled  in  typing  clasM's. 
I  do  not  s|x*nd  a  lot  of  time  workiiiK 
on  s|X'llinK  in  the  typing  class,  hut  I 
do  ctmipile  a  list  of  words  that  my 
students  must  know  how  to  s{X‘ll. 
This  list  cfintains  frer|uently  used 
typin^t  t<*rms  and  other  wor<ls  that 
have  Ix'en  miss|x-lled  in  examination 
(piestions.  I'toiiiinciation  of  the  w'ords 
in  such  a  list  provides  lx>th  practice 


in  typing;  from  dictation  and  drill  in 
s|x*llin)(.  Toward  the  end  of  the  year, 

I  compos<'  a  iHtei  usin({  as  many  of 
these  words  as  possible.  1  check  the 
letters  immediately  for  mailahility 
and  sign  tlxMc  that  wfiiild  fx'  mailable. 
Students  enjoy  this  type  of  drill. 

in  my  ajlvarx-ed  secretarial  class, 
f  cfintinue  with  som<‘  of  thes<*  same 
pr(K-edures.  In  addition  to  other  class 
work,  tlx'y  have  a  daily  assignment 
in  the  Word  Stiulwn  text  ami  w(»rk- 
lxK)k.  Part  (A  each  Friday’s  class  work 
consists  «if  some  tyjx*  of  s|x*lliiig  drill. 
I  also  make  frequent  use  of  the  various 
word  lists  available,  such  as  the 
.\()MA,  those  from  state  employment 
tests,  etc.  (I  plan  to  us«-  the  list 
that  you  submitted,  t(X),  Miss  Nel¬ 
son.) 

While  th<*s<*  methmls  have  certainly 
not  eliminated  the  spelling  problem 
from  my  secretarial  class(*s,  I  can  say 
that  they  have  made  the  s'mlents 
more  aware  of  the  m*«'d  for  uwurate 
s|M*lling.  They  S4*€*m  to  lx-  more  in¬ 
terested  in  and  conc«Tm-<l  over  their 
s|M*lling  ability,  whicb  is  an  accorn- 
plishint'iit  in  itst'lf. 

Inix)nna  Hckkiiaht 

Dat  iti  (Uty,  Nrhraskd 


LETTERS 

i _ _ 

[In  the  january  Iajmic  columnUit  Helen 
Green  qmited  a  sttuleni  tvho  gflce 
her  teacher  "’fmir  KtarH“  l>ecau.se  “(1) 
She  alwayt  Itmked  and  acted  as  if 
she  enjoyed  teaching,  us,  anti  (2)  she 
tu’ver  wme  the  same  dress  twice  in  a 
row."  Mrs.  Green  has  forwarded  to  ns 
the  f<Alowing  excluinge  of  letters.— F,n.] 

Dear  Mrs.  Green: 

Your  snappy  litth-  corner  in  BKW 
means  so  much  to  me— it’s  a  great  help 
and  a  wonderful  stimulant  for  a  com- 
m<*rcial  teacher. 

I  particularly  «*njoyed  your  write¬ 
up  on  a  four-star  teacher,  but  I  have 
a  <niesti(»n.  What  alx)ut  a  nun?  Per¬ 
haps  I  could  pass  the  first  (pialifica- 
ti<in,  but  pleasr*  help  rne  solve  the 
second.  All  j«)king  aside,  Mrs.  Cireen, 
I  find  you  tops  in  your  "Just  B«*tween 
Us”  colurnti.  Keep  up  tin*  g(K>d  hints 
— fix'y  cJTtainly  ar<*  appreciated. 

Thanks  for  the  great  help  and  C/xl 
bless  you  and  your  wonderful  work. 

SiSTKH  Mamy  Ina,  C:.S.C. 
.St.  Gabriel's  Academy 
Montreal,  Camda 


BUSINESS  LAW— Text  and  Cases 


WILLIAM  R.  HANDY 


I  IICfI  Ni;  W.  NLLSON 

This  new  text  presents  »  unique  business  prob¬ 
lems  approach  to  the  study  of  business  law. 

Following  the  traditional  case  methods  approach 
on  Law  of  Contracts,  the  presentation  is  based 
on  business  problems  which  frequently  confront 
businessmen.  A  series  of  problems  is  stated  fol¬ 
lowed  by  general  discussion  of  the  legal  issues 
involved,  and  then  by  a  solution.  Ample  cases 
are  included  to  give  a  wealth  of  material  for  class 
discussion. 

BUSINESS  LAW — Texts  and  Cases  is  not  limit¬ 
ed  to  abstract  discussion  of  legal  points  or  de¬ 
scriptive  law.  It  emphsizes  legal  analysis.  It  of¬ 
fers  the  type  of  discussion  which  an  attorney 
would  give  to  a  client  inquiring  about  a  particular 
problem. 


TANNFLL  A.  SHADID 

NOTE  THESE  FEATURES 

Timeliness— current  problems  and 
cases 

New  material — business  torts,  em¬ 
ployer-employee  relations,  subjects 
increasinqiy  important  to  modern 
business,  in  addition  to  traditional 
subjects  found  in  business  law  texts 

Teaching  aids — problems  and  an¬ 
swers,  teachers  manual,  appendix 
of  Uniform  Laws,  The  Negotiable 
Instruments  Act  and  The  Uniform 
Sales  Act. 

esamination  copies  available,  write  to 


ALLYN  and  BACON  College  Division 
41  Mt.  Vernon  St.  Boston  8,  Mass. 
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BUSINKSS  K.DUCATION  WOBI.I) 


SPiCIAL  DISCOUNTS  available  to  all  educational  inatitwtiant. 
FREE  initrwctional  material,  too! 


Driir  Suder: 

Tliaitk  yiHi  for  making  iny  day  so 
Ix-aiitdiil.  flow  I  luii}(hfd  wht‘ii  I 
r«Md  your  clever  letter,  aiul  how  I 
apprt'ciuted  the  nice  tliiii((!i  you  saiil 
altout  “Just  Between  Us.” 

I  would  have  answercti  you  siHiner, 
hut  you  really  had  me  stum|M‘d  lor 
a  hit.  just  what  diM*s  a  nun  do  alxnit 
that  sc'cond  (pialification?  Well,  I 
think  I  have  come  up  with  an  answer. 

You  see,  there  are  certain  things 
in  a  child's  w(;rld  that  must  remain 
lonstant  if  he  is  to  have  a  s«‘ns<‘  oi 
well-lx'in^  and  security.  Kor  in.stance, 
the  sun  remains  fixed  in  its  orhit,  the 
earth  rotates  always  on  its  axes,  and 
si.sters  always  wear  their  .same  hahits. 
The  answer,  then,  to  your  deliy'htiul 
(juery  is  this.  Sisters  aren’t  ex|M*cted 
to  wear  something  tlifferent  every  day, 
hl<*ss  them.  They  are  expected,  rather, 
to  l(M)k  and  lx*  always  the  same.  And 
]M'rhaps  their  n«*ver  having  to  s|X‘nd 
any  extra  time  or  energy  in  dreaming 
up  that  ".somi'fliing  different  to  wear” 
accunnts  for  th<*ir  always.  se<-ming  to 
have  patience,  em-rgy,  an«l  time 
enough  to  give  their  students  that 
s|M‘cial  |M'rsonali/ed  attention  that 
they  always  seem  to  do. 

Thank  you  again  tor  the  delightful 
letter  and  your  flattering  comments. 
You  are  a  real  morale  huilder  indeed. 

Best  wishes  to  you  in  your  own 
fine  work. 

HkI.K.N  II.  (hlK.KN 
Muliinan  Stati-  Umvrrsity 
FmsI  /^ifivmg,  Mirhifidii 

To  tlw  Editor: 

Professors  Brookner,  l^niAi,  and 
I  want  to  th  mk  you  for  piihlisliing 
our  article  on  training  for  secretarial 
sch(Mils  in  Turkey  (“We  S»'t  Up 
Turkey’s  New  Business  Kdiication 
Program,”  Oetolx-r,  19.57). 

We  do,  howevi-r,  regret  that  you 
r<*title<l  the  article,  lor  the  printed 
title  s«‘ems  to  have  lelt  the  impres¬ 
sion  with  some  peojih*  that  w<*,  and 
only  we,  are  glutting  the  en-dit  for 
this  activity  in  'I’urkey.  It  is  true  that 
we  are  the  .\merieans  now  directly 
eoniu-eted  with  tin-  project,  hut  it  is 
also  true  that  other  p<*opIe  have  eon- 
trihuted  to  the  gtKxI  work  now  going 
on  in  Turkey. 

You  may  jxissihly  lx*  interestetl  in 
knowing  that  we  turned  the  reim- 
Ixirsements  for  the  article  over  to  our 
student  asstx-iation,  a  group  that  is 
trying  to  carry  on  an  active  student 
program  with  quite  limited  resources.* 

I>)NAI.I)  j.  Taik 

American  Co-diri'dor,  Ctonmt'n  uil 
Tr’aclo'r  Traituna  C’o//ege 
Ankara,  Turkey 

(VUe  rf’nret  any  erroneous  iniftres- 
sum  that  our  title  caused  I’ither  in 
this  etmntry  or  in  Turkey. —Eitmm] 


tAflO  ADOIlt 
T  MANUAL  CAlCUlATOIt 
■j~  tIMFtll  IlICTRIC 
CALCULATOR!  ' 

-p  DUfLfX  ILfCTRIC 
CALCULATOR! 
TAIIMITIR! 

4-  TICMir  MACHINf! 

A  !r!TIM!  ' 


Raprasantotivai  in 


Soves  time,  increo!*!  production,  reduce!  error! 
— yet  co!tt  lei!  to  own,  lest  to  operate  than 
some  ordinary  single  register  calculators. 

Extro  "Memory*'  register  for  automatic  grand- 
and  net-totals.  Direct  automatic  addition  to  or 
subtraction  front  the  reor  dial.  New,  simpler, 
electrified  subtraction  from  the  front  dial.  Auto¬ 
matic  rounding  off  to  the  full  cent. 

uniivAUO  rot  r«rtou  ■aiiMO,  XNXirncAi  and  itAtntiCAi  woak 

Control  Systems,  Inc. 

PLUS  COMPUTING  MACHINES  DIVISION 


Principal  C/fiei  5  Beekman  Street,  New  York  38,  N.  Y.  R Ector  2-0045 
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ADJUST  THE  CHAfR— NOT  THE  TABLE 
AND  SAVE  ON  ORIGINAL  COST 


Notice  that  the  xant  ix  juxt  the  riglit  fieiKht 
and  the  t>ack  rt*xt  ix  in  the  <'orrect  [xxiition 
for  profwr  M-ating  (xxtture.  lioLh  xeaL  and 
hackrext  are  quickly  and  eaxily  adjiixled 
tiy  the  xtudent.  With  A.ilJS'r- 
HITK  the  UtHcher  enn  dem- 

onxtrate  and  the  xtudent  can  practice  pro|x 
IXHiture  ax  it  ia  preacrilxxl. 


wwiaua  MM 
mI|imX.  I  a"  lit  21' 
Imw  lirM.1  luljijix.  ft". 


915  Caaaaawt  Stroaf  a  Rawliaf  Graaa,  Obia 


A  fxxilure  lyfx«  chair  with  xeat  adjiiatment 
of  1«"  to  21 ",  hackrext  horizontal  and  ver¬ 
tical  adjiixtinent  of  5".  Ideal  for  teaching 
and  practicing  |xxiture  in  typing  and  otlier 
hiixinexx  <‘laxix*x.  Keax4>nahly  pricjxi, 

aa  MOOILf  IN  THI  AJUtTRITI  UNI 
OUARANTIID  FRII  TRIAL 

niraiiMl  fuilur.  >liia  Ot  H.ni|>iMi  rufnl.lintt  for  .10  <lay 
(laTM  tiva  tiiatarlal  or  trial  wllhoMl  •titligalbxi  Hand 

worknianaliiii  fttr  a  tor  lIliialratMl  ftiblar. 

la-rUMi  of  III  yaara 


APHIL,  195b 
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riACH 

TYPEWRITING 
IN  FULL  VIEW 
...  USE  A 

KARLO 

TYPEWRITER 
DEMONSTRATION  STAND 


Tb«  k«(f  tatckcr  alive  cae't  leach  ly^ 
erritmg  the  right  way  enleaa  every 
m  the  cUm  SEIS  every  4eNio«ttratiea' 


Here'i  where  the  KARLO  Slan4  grovet 
ita  att^riority  for  modern  "aodio  viatial' 
tyMjeritMg  Ireining.  Iti  adjealable  heigh' 
*15*  to  41’’)  and  free -rolling  caatori 
moan  It  can  be  arranged  ao  EVERYONI 
can  aee  withoet  craning.  It'a  iivrdy  and 
iteady  aa  a  deth  ...  all  metal  ha»a  .  . 
hardwood  lop  .  .  .  lake*  no  more  Hm> 
apace  than  machine  it  aepporti  Send  nam< 
and  addreti  today  for  fell  detaila  to  KARl 
MANUEACTURINC  COMPANY.  34  loni* 
Ave.,  S.W„  Grand  Rapida  2,  Michigan 


[NO  THIS  KARLO  COUPON 


KARL  MANUPACTURINC  COMPANY 
12  lenlt  Ave.,  S  W. 

Orend  Reeid.  2,  Mlcfcipee 

tend  cemetele  Inteimetion  en  Reile  Typetertter 
Pemen.trellen  tiend  e.  .hewn,  end  elRer  medela 
Tkank  yen 

NAMI 

APORItt  . 


City 


_ J 


Know 
Your  Students’ 
Problems 


In  solving  your  own  problems, 
a  ffood  stUilerU-teacher 
relationship  takes  top  priority 


MARY  WITHEROW 

hr-atimont  High  School,  St.  Louit,  Mo. 


Many  ok  us  have  hud  teaching 
exiM'rieiice  in  achoul  syateina  of 
varying  ki/et.  .My  own  experience  liax 
varied  from  a  higli  achixil  with  250 
ktiidents  to  one  with  an  enrolhnent  oi 
l,h50.  I've  decided  that  tlte  anxwcr 
to  teaching  piohleins  diarx  not  lie  in 
regulating  the  xiu*  ot  our  school 
xysteins. 

During  the  war,  I  taught  in  a  small  , 
system  where  the  only  available  type¬ 
writers  were  machines  that  had  lallen 
through  the  floor  during  a  fire,  and 
where  the  tyiMiwriter  reirairman 
never  showed  up  in  the  course  oi 
nine  months.  At  that  time,  I  thought 
that  the  answer  lay  in  aderpiate 
L*<iuipment.  Now  that  so  many  classes 
arc  iH'ing  taught  in  rooms  with  all 
new  machines  and  desks,  it  l>ecomes 
ev(‘r  more  apparent  that  e(|uipmcnt 
is  only  part  oi  the  answer.  The  value 
oi  giMKi  tools  sho  id  not  lje  inini- 
mi/.ed;  hut  there  is  jomething  more. 

'I'his  "something  more”  is  the  stu- 
dent-ti'ucher  relationship. 

One  cannot  giva  a  iM‘r  cent  grade 
to  the  value  of  a  teacher’s  casual 
remark  to  a  student— as  she  hands  out 
supplies,  collects  papers  at  the  eiul 
of  the  periiNl,  or  givt'S  a  student 
advice  conivrning  the  assignment— 
‘■'I'hat  was  a  nice  touchdown  nm  you 
made  la.st  night,"  "It  was  giKkl  to 
s«*e  you  in  the  opera  chorus,"  or  some 
other  little  compliment  that  shows  you 
know  him  as  soiiu'thing  more  than 
just  a  typing  student.  The  immediate 
reaiiion  often  is,  "My  typing  teacher 
is  interested  in  me.  I’m  really  going 
to  trs'  in  that  class." 

oil,  it’s  not  an  utter  impossibility  to  i 
tt>ach  the  meclunic's  of  typing  with 
42,  or  even  more,  students  in  a  class,  j 
( Continued  Im  next  fMiHf  )  I 


SmserSm*  girls 

get  tapped 
for  the 
best  jobs 


ca 

Oi 

Oi 

o 

r- 

P 

('I 

I  * 

I  o 


cot 

q: 

col 


When  there’s  a  vacancy 
for  a  higher-paid  pri¬ 
vate  secretary’s  joh  in 
your  office  —  will  you 
get  it? 

You  will  if  you  prac¬ 
tice  competent  stenog¬ 
raphy  and  typing — and 
if  you  consistently  use 
an  A.W.Kahi  K  Krasi  r- 
SriK.  With  this  pencil- 
Ahaped,  white-polished 
beauty  you  erase  with¬ 
out  a  trace.  Whoosh — 
mistakes  disappear  as  | 
you  remove  a  single 
letter  without  marring 
surrounding  area.  Pick 
up  a  few  at  your  Sta¬ 
tioners  today. 

Which  point 
do  you  prefer? 

MEDIUM  or  AVERAGE 

THIN  or  BLUNT 

EraslrStik  gives 
you  your  choice 

Point  with  mechanical 
or  hand  sharpener. 

TF.ACHFRS:  FREE  sample 
available  for  class  demon¬ 
stration.  Write  on  school 
stationery. 


€RflSER^77/C 


With  brush  }0«  Without  brush  10«  I 

7044  and  7044R  gray  all-utility  I 

ERASh.aSTiK  for  pencil,  ink  or  I 

typewriting.  • 

7044  an^  70441  fur  those  who 
prefer  a  soft,  red  typewriter  eraser.  ' 
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STATI 


AW.Rabar-CatUll  Rancll  Ca.  Newark  3,  N.  J. 

BUSINESS  Ed>U(T.\TI()N'  WtJHi.i) 


One  call  even  turn  out  Mime  supeib 
tvpistii  under  such  circumstances— hut 
1  contend  that  they  will  have  inLssed 
something.  A  class  of  even  30  stu¬ 
dents  a  periixi,  with  the  average 
teaching  schedule  of  a  six-iK'riod  day, 
would  mean  tliat  the  teacher  en¬ 
countered  180  students  during  the 
day.  Encountered  is  the  word,  Ik*- 
cause  one  could  not  reasonably  la- 
expected  to  give  any  individual  at¬ 
tention  to  the  students.  This  business 
of  overloading  teachers  is  doing  more 
than  driving  p«-ople  from  the  profes¬ 
sion  and  discouraging  qualified  new 
liersonnel— it  is  wrecking  the  student- 
teacher  relationship. 

Stop  to  check  a  typical  class.  You’ll 
find  that  some  of  the  students  are 
from  broken  homes;  some  have  work¬ 
ing  parents;  some  hold  after-school 
jobs  that  take  them  directly  from 
scIkniI  and  p<-rmit  them  to  return 
home  only  after  their  parents  have 
retir(‘d;  some  are  so  caught  in  the 
social  whirl  that  they  havi-  little  time 
for  anything  else;  and  some  are  so 
textlMKik-conscious  that  they  pore 
over  their  books  until  the  wee  hours. 

Aren’t  these  situations  typical?  Ac¬ 
tually,  you  can’t  expect  these  studt-nts 
to  leave  their  problems  outside  the 
classroom;  neither  can  you  assume 
the  responsibility  for  lieing  the  gen¬ 
eral  "solve-all.”  Hut  there  must  lx- 
some  recognition  that  the  problems 
exist.  If  one  of  your  A  students  hands 
in  an  F  pap<*r,  discu.ss  this  with  him. 
You  may  liecome  aware  that  he  is 
reacting  to  a  difficult  pr-rsonal  prob 
lem. 

Then,  too,  there  is  much  more  to 
lie  learned  from  a  skill  subject  than 
the  skill  itself.  In  typing,  for  instance, 
these  points  apply: 

•  Punctuality  in  submitting  assign¬ 
ments  can  lay  the  groundwork  for 
punctual  arrival  later,  on  the  job. 

•  Skill  in  delegating  jobs  for  a 
group  assignment  may  carry  ov<-r  to  a 
supervisory  position  in  years  to  come. 

•  Neatness  in  preparing  carlxin 
copies  and  making  corrections  may 
mean  the  difference*  iK-tween  gaining 
a  promotion  and  “staying  put.” 

A  teacher  who  Is  not  overburdeneil 
with  large  classes  will  have  more  time 
to  stress  .such  factors  in  addition  to 
teaching  skill  subject  matter. 

Reduction  in  the  load  will  not  bring 
Utopia,  but  it  will  go  a  long  way 
toward  giving  the  teacher  time  to 
know  tinT  students,  rec-ognizcf  their 
problems,  and  provide  for  that  extra 
know-how  that  the  business  w-orld  is 
crving  for. 


AK  I'ISTU;  TYl'INi;  IlKAUVll  VR  I'KKS 

srrsing  hasinevs  rduealion  since  1939,  b  now  pleased  to  announce 
that  it  b  equipped  to  mechankalls  imprint  names  of  students  on 

Typing  OrtilirutrH 
l)iplt>iiiaH 

Sc'liolurHliip  .\Hurtl 

ill  iirul  uiitl  <li):iiifif‘tl 

(Dlb  SttgltBl) 


at  the  unbelievably  low  price  of  for  each  name.  Minimum  order  is  $5. 
All  work  returned  via  First  Class  Registered  Mail,  carefully  packed  to 
avoid  bending  and  wrinkling.  Send  us  the  names  to  be  imprinted,  typed 


double  space,  preferably  on  one  side 
for  spelling  before  sending  them  to 
as  they  are  typed.  The  exact  size 
and  style  of  the  type  we  use  is 
shown  in  the  words  "Old  English," 
above.  Because  of  the  nature  of 
this  service,  we  cannot  undertake 
to  open  accounts.  Remittance 
should  therefore  accompany  all 
orders.  Please  use  the  handy  blank 
shown.  Allow  at  least  3  weeks  for 
delivery  after  the  receipt  of  your 
order. 


of  the  paper.  Check  names  carefully 
us,  as  we  will  imprint  them  exactly 


Arlidii  T>pina  Ht-Mlauarlrri 
4<KMi  I'urlltl*  Avenur 
H4liim«rc  16.  MarylaiMl 

rnchMcd  It  nur  rcmllitiKc  for  t  .  PWitr 

have  mrvhankailir  impiintrd  (he  tludcnu'  name* 
that  art  oped  on  iba  cncloaed  thralt  Wa  are 
alto  cfuloalna  the  diplomat  or  canifkaiat  lo  he 
imprinted  <  Minimum  order  ts  » 

Nama 

SchrMrl 

Cite  Stale 


ADJUSTABLE  STEEL 


DO  THE  JOB  RIGHTI  ^ 

Study  has  proven  that  BOTH  the  chair  and 
table  should  be  ADJUSTED  to  fit  the  individual. 
SEMCO  ALL  STEEL- School  and  Office 
Equipment  saves  you  money  while  it  offers  correct 
typewriter  height  from  26  to  29'A  inches. 


No.  102 
Drop-leof  Stood 


ADJUSTS  AS  SASY  AS  DIAUMG  YOUR  TlllPHOHll 


t 


Just  a  simple  turn  of  the  REMOVABLE  crank 
osturet  proper,  positive— locking  typewriter 
bed  height.  The  choir  alone  cannot  ouure 
typing  ease  and  improve  typing  technique! 
BE  MODERN...  USE  SEAACO'S  ADJUSTABLE 
TABLES  ond  STANDS! 


iadi'hraakarl  Arm-tlrardterl  A-H-N-H-N 
SIMCOII 


No  101 
Typing  Table 
Wftto  for  FREE  UluHralod  foldor 
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Girls  trained  on  Burroughs  machines 

enjoy  quicker  placement,  better  jobs 


Training  aids  available  with  these— 
and  all  other— Burroughs  machines, 


AtiMtrii'an  buMimnweii  iu»d  oiierHlont— need  them 
Imdly — for  ihi*  machineH  which  they’re  buying  in 
ever-imreaNing  numliera  year  after  year.  Clearly 
a  Ht'ller'a  joh-market  fur  tlu>  graduate  with  a 
knowUnlge  of  tlieae  easily  maatered  marhinea! 

Your  a(‘h(K>l  will  find  Hurrouglia  marhinea  are  the 
laat  word  in  mechanii'ul  |ierfwtion,  and  o(*onomi<'al 
o|Ntration.  'I'liey  art*  no  easy  to  learn  on,  tcM>  .  .  . 
HO  cHMy  to  teach  with! 

(let  full  information  about  Burroughs  business 
machines  and  teaching  aids.  Mail  this  coupon, 
or  phone  any  Burmughs  office. 

"hiimMjgtia"  amt  “HmmuimiUc-'*'  Kaf.  TM'a. 


Ten  Key  adding  mat-hine -eamy- 
to-tearn  toui'h  ayUem! 


SenaimatU'  accounting  machine 
— foHt,  aimple  and  accurate! 


lildiltOtICHS  DIVISION 
IlDUHOlUillS  (’OHIH)ltA'l'ION 
Detroit  32,  Michigan 


Name 

Fitle 

S«-h<H>l 

Ailfireaa 


Futt  Keyboard  adding  machine 
—  with  courae  in  ahortcut 
addiiittn! 


State 


('alculatora— quiet,  eaay  operation 
promotea  akill  and  accuracy! 
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STUDY  ASSIGNMENTS 
ABROAD 

FIRST  OF  TWO  ARTICLES 

What  to  look  for  In  a  foreign  country, 
and  how  to  go  about  obtaining  a  grant 
for  an  overseas  appointment 

JAMES  GEMMELL 

Eiiifjfiglit  l.i-  '  -pf  in  fij  hir/l.iiM) 

(On  ’<.1/1-  (fii''  P<f  iri-.yi  ./t'  l.)  UnuCrSity  I 

TIII'.HIC  AHI‘,  IIMI.S  vvlirit  .ill  ol  ns  Ix-iiiini'  iiivulviil 
in  vi'iilwirs  .ilxiiit  vvliich  ur  li.ivr  lilllr  lulvaiui'  in 
Initn.tlion.  I  iiis  is  ili«‘  sitn.ilKin  nn<-  linils  liiinsrll  appro.icli 
in}{  a.s  111’  ( onli’inplatrx  .i  ti-.ii  liin^  .issi^nini'iit  nvi’rsi’as 
riic  siln.itinn  is  cninplu  ati-d  in  llir  lM‘)i(innin(<  iiy  two 
('nntr.i<lii'tor>  sc-ls  nt  lads.  On  nni’  li.inil,  tlii'  ri'rrniti’rs 
air  ilrspi'ialrly  srarcliin)^  Inr  ipi.illfinl  Ainrriraiis  In  srinl 
.iliinail,  on  tlir  ntlin  lianii,  qnalifird  .niii  ra({rr  Anirriciin 
sprri.ilists  tin  not  Lnnw  sslirir,  wlirn,  nr  him'  In  apply  fni 
.ivail.ihir  nvrrsras  ashiKinnrnls.  'I  hrii,  Inn,  alirr  tin*  ainii((n 
iiii’iils  havr  Im  i’ii  nntirilakrn,  tlirn*  an*  wiilr  iljllrirncrs  in 
tin*  I'Hi’i  livi’iii’ss  nl  tin*  siTvirr  rrnilrrnl  hy  llir  rrcipinits 
nl  ({r.ints.  I  his  .irtii  lr  nlins  snm^rslinns  lh.it  in.iy  rnahli 
thr  ^r.intrr  In  in.ikr  a  iiiaxiirinrn  rnntrihniinn  In  his  rnniilr> 
nl  .issii;niiirnt  anil  In  tlrrivi-  tin*  niinnsi  in  prrvinal  satis 
f.idinn.  N'rxl  rnnnih's  inst.ilinirni  will  nllrr  ininrnialinn  In 
tlinsi*  whn  wnnici  likr  spi-rific  hrip  in  applyin((  Inr  an  ovrr 
sras  lrarhin({,  rrsrari  h,  nr  lrdnrin((  ((lanl. 

Anynin*  whn  kim*s  ahrnaii  nn  a  niissinn  as  rihiralinn.il 
s|M’C'ialisl  shnniil  kiinw  in  ailvaiirr  that  his  nvrr.ill  rfin  tivi*> 
nrss  rli’iH'iiiis  nn  his  ahility  In  inakr  a  cnrrrr-t  inli-rpn-ta 
linn  nf  thr  Ix-havinr  nf  tin-  ix'nplr  whn  ni.ikr  ii|>  thr  fnrri^n 
siK’irty  that  hr  will  rnrnnntrr.  Alxivr  all,  hr  nrrils  an 
insiKhi  inin  vshal  happrns  wln  n  hninan  int>*rudinn  is  rnin 
plicatrii  hy  rnlinral  ihfirrrnrrs,  Arnnn^  AiniTirans  wnik 
iii)^  ahrnaii  many  havr  ai  ipiirnl  this  skill  thrnimh  lnn({ 


n 


TiACHING  AMOAD 


i‘X|NTi<‘tMT  and  maxtery  of  {oreiifii  lan({iuK<‘k.  'I'hf're  an* 
otfirr*  who  tiavt*  Imhh  iinablt'  to  iindi*nitand  the  reasons 
lor  IIm‘  diHerenees  tla-y  Hial  and  who  l•rrorM•<Ml»ly  liave 
tried  to  ijm;  the  same  assumptions  and  approaches  that 
they  would  list;  in  the  United  States -thereby  decreasin({ 
their  eflix-tiveness  and  thi'ir  |)<*rsonal  satisfaction  in  the 
assignment. 

Without  a  pretense  at  Ix-inK  c«mprelM*nsive,  it  can  lie 
said  that  foreif^n  service  can  Ik*  more  i-flt'ctive  if  one 
his  efforts  around  two  questions:  (1)  What 
human  problems  have  to  Ik*  solved  by  the  |KH>p]e  of  the 
s<M.*iety?  (2)  What  rnethtNl  <Iik*s  the  culture  provide  for 
solving  them?  Alternative  mHlKMis  do  exist  for  solving 
human  problems;  and  you,  as  a  foreign  visitor,  are  s<‘arch- 
iiiK  out  the  partioilar  solutions  that  have  iM'come  custom* 
ary  in  your  country  of  assi|{nm(‘nt.  As  a  product  of  the 
American  riilture,  you  will  probably  still  prefiT  your  cavii 
ways;  but  from  the  of  nmtraxt,  your  search 

will  iM'tler  equip  you  to  understand  your  own  country. 

Th«  American  "How"  vt.  fho  Europoon  "What" 

The  persiK'ctive  of  contrast  stimulates  the  tiiaclier,  for 
example,  to  (piestion  establislied  ways  of  doiiiK  things 
that  are  often  taken  for  granted  as  "right’*  and  "natural’’ 
in  our  K'IkniIs.  Because  customary  ways  sr^-m  right,  we 
seldom  rpiestion  scIkkiI  practices— for  instance,  why  school 
is  closed  during  summer  months,  why  schcMil  desks  are 
iiolt(*d  to  the  flcHir,  why  eh*m«*ntary  s<*hcK)l  teachers  are 
usually  female,  why  the  traditional  re|M)rt  card  is  used 
to  refMirt  Johnny’s  progress.  Tlie  force  of  tradition  in 
American  education  is  very  strong.  To  be  sure,  education 
at  all  levels  is  widely  discussed  in  the  United  States.  Most 
of  the  iiKpiiries,  however,  tend  to  lie  corK*<*nied  w-ith  inelh- 
(kIs  of  teaching.  Kven  the  c|uestions  of  teac-hers  themsc*lv«*s 
appc*>:ir  to  center  around  hour  to  teach  rather  than  u  }uit  to 
teach.  Teachers  may  «*k  riuestions  alaiut  the  Irest  method 
of  teac'hing  the  square  rcNrt  in  mathematics,  but  they 
seldom  ask  w'hy  we  teach  it  at  all. 

Behind  all  these  questions  conc'erning  mc*lhcKl  are 
fundamental  issue's  relating  to  the  role  of  the  sc'IkmiI.  I)o<‘s 
the  school  exist  solely  to  give  information  and  to  imparl 
skills,  or  d<K*s  it  also  have  the  responsibility  to  develoji 
altitudes  nud  Irehavior?  If  the  scIumiI  exists  to  teach  facts 
and  to  impart  skills,  what  facts  and  skills  should  l>e 
stressc'd?  If  it  exists  to  mold  altitude's  and  to  enillivale  l>e- 
havior,  what  attitude's  and  rncKles  of  iH-havior  should  it 
promote?  Such  e|ue‘slious  are  not  mcM'i'ly  questions  of 
rnetheKl.  but  are,  in  large  measure,  issuer  that  relate  to 
the  broad  pur]>ose  and  Bco|>e  of  education  in  a  seM'iely. 
If  we  ucc'ept  the  premise  that  the  schcM)!  is  an  institution 
created  by  tenHety  fe»r  the  purpose  of  preparing  young 
people  ferr  effective  participation  in  that  soedety,  then  we 
can  cernclude  that  the  answers  elei>end  on  the  n«*eds  and 
value's  of  the  serciety  supporting  the  scbcK)!.  Consequently, 
if  the  nes'ds  and  valuevi  of  that  society  change,  it  may 
Irecome  ne'cetsary  to  modify  existing  school  jKitterns.  Tlie 
fact  that  our  schools  have  workeel  well  in  meK'ting  the 
ne*eds  of  the  past  is  no  assurance  that  our  established  ways 
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will  me'et  equally  well  tlie  ne«*ds  of  our  pre'seiit  society. 
Kven  some  tt'achers  fail  to  jM-rceive  this  rathe*r  obvious 
fact.  They  assume  that  it  is  "natiirar  and  “right’’  that 
thi'ir  particular  subject  should  Ik;  taught  to  certain  stu¬ 
dents— and  in  tlie  way  it  is  rwiw  iK'ing  taught.  They  resist 
any  chang<‘s  in  curriculum  r<*qiiir(*inents,  subjec*t  content, 
or  teaching  procedure. 

To  determine  wheth<*r  stK-ial  goals  have  lK*<*ri  m<Klifietl, 
to  assess  the  liasic  piirposi*  of  gf'ucral  education,  and  to 
grasp  the  true  mission  of  specialiwd  education,  one  needs 
to  disentangle  him.self  .somehow  from  routini/ed  proce¬ 
dures.  The  curst*  of  creative  thought  is  the  presence  ol 
establish(*d  routines  that  caust*  us  to  l)e  too  busy  to  think. 
.\n  overseas  teaching,  res<*arch,  or  lecturing  assignment  is 
obviously  a  dramatic  way  to  break  daily  routine;  it  also 
can  proviile  time  for  the  type  of  contemplation  suggested. 

The  persjK'ctive  of  esmtrast  in  an  overs<*as  assignment, 
th(*rcfore,  provides  the  setting  for  a  cTitical  examination  of 
the  American  siKi«*ry  and  the  system  of  education  it  siip- 
jxirts.  Ill  like  rminner,  the  perspective  is  ust'ful  to  an 
American  teacher  abroad  in  studying  the  siK-iety  and  tlx* 
educational  patterns  in  the  country  of  his  assignment.  It  is 
wise  to  remernlM'r  that  situations  change,  cultures  change, 
and  iiersonality  patterns  change.  In  many  areas  of  Europe, 
for  example,  where  wartime  experieiK*es  of  violence,  home 
disruption,  and  hungi*r  iK'carne  group  cxp<*riences,  one 
may  well  find  the  basis  for  new*  group  jK'rsonality  patterns. 
Sensitivity  to  this  may  help  in  understanding  the  lM*havior 
of  people  in  such  situations.  Tlic  basic  pattern  of  life  in  any 
soc'irty,  however,  has  the  interesting  quality  of  continuity. 
The  enriching  asp<*ct  of  life  abroad  is,  therefore,  the 
re<*ognition  of  the  great  variety  of  solutions  that  humans 
have  develo|K*<l  to  c'lqK*  with  life’s  probl<*ms  and  the  con¬ 
sequences  of  their  chokes.  The  foreign  culture,  like  our 
own,  givr*s  meaning  to  life  by  choosing  the  system  of 
valni*s,  the  goals,  and  the  objectives  that  define  individual 
pni)Misr*  and  integrate  the  way  of  life, 

Tho  Art  of  DUftont 

Diversity  in  vicw'|Kiiiit  can  Im*  a  most  valuable  asset 
in  considering  the  merits  of  a  siK'ial  institution  such  as  the 
school.  ’Tlie  inci'ssant  search  for  consi*tisus  on  the  i.ssues 
of  our  time  often  ojK-rates  as  a  barrier  to  their  resolution. 
The  true  hope  of  educational  progress  lies  in  the  right  of 
si-holarly  di.ssnit  from  the  cs>ns<‘nsus.  In  a  foreign  land, 
one  finds  the  citizens  making  a  variety  of  judgments  alniut 
their  scIkmiIs  and  arriving  at  different  conclusions  alxiut 
what  they  find  there.  In  such  an  environment,  an  Amer¬ 
ican  teacher  should  feel  free  to  exjiress  his  opinion  when  it 
is  solicited  but  should  avoid  making  direct  comparisons 
Nsith  America  that  reflect  unfavorably  on  the  host  country. 
It  is  lietfer  to  S|K*ak  appreciatively  of  the  foreign  culture 
and  the  things  you  do  admire.  I>)n’t  lie  caught  off  guard— 
as  an  American,  you  are  an  object  of  interest,  and  you  can 
Ik*  certain  that  your  opinion  will  Ik*  sought.  Naturally, 
those  who  rpiestion  you  will  have  rather  strong  opimons 
of  their  own.  Instead  of  trying  to  change  their  viewpoints, 
it  might  Ik*  more  profitable  to  try  to  discover  why  they 
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AFTKK  A  I.F.(;TI'RF-  to  Fitiiiish  teacheM,  the  author 
cxplaiiiN  to  orje  «)f  them  (liilja  Miettinen)  recent  curri- 
( Ilium  materiuU  in  I'conomic  ediiiation. 


think  U.S  they  (in.  'I'nie  scholarship  knows  no  international 
iMiunduries,  and  this  ^ives  the  teacher  the  ri^ht  to  answer 
(piestions  in  a  positive  way.  \i*verfheless,  one  should  al¬ 
ways  rr'sist  the  temptation  to  In*  dogmatic  in  his  stati*- 
rnents. 

In  most  countries,  one  finds  general  a^reement  that  the 
schools  have  an  im])ortant  siK-ial  role  to  play.  The  dis¬ 
agreement  centr  rs  around  what  is  and  what  is  not  projiei 
for  the  scluMil  to  do  in  dischar){int<  this  role.  In  the  main, 
controversies  over  the  nature  of  the  educational  program 
stem  from  differences  in  the  value  ixisition  taken  and 
s|xx'ial  interests.  Titey  grow  out  of  six  different  orientations 
to  whu-h  iM'ople  turn  for  authority:  religion,  discipline, 
scholarship,  vwation,  individual  needs,  an<l  srK-iety.  It  will 
Ik-  hr-lpfni  for  the  visiting  American  teacln-r  to  determine 
as  scKMi  as  possible  which  of  these  orientations  is  dominant 
in  the  country,  and  particularly  among  his  closest  foreign 
colleagues. 

I,<*t  us  el.ilKirate  on  this  thesis  briefly. 

•  Those  who  ap[K‘aI  to  a  religions  orientation  for 
authority  argue  that  the  paramount  claims  in  education 
must  rest  on  religion.  Tlie  development  of  religious  faith, 
devotion  to  ethical  principles,  and  corK-ern  for  moral 
character  will  lx*  major  elements  determining  their  at¬ 
titudes  toward  the  schrrol. 

•  Tlie  adv(K-ates  of  disriplirtr  see  intellectual  develop¬ 
ment  as  the  chief  goal  of  educ-ation.  In  the  lower  grades, 
rn.ijor  attention  is  given  to  the  3  R’s;  and  at  the  college 
level,  there  is  strong  emphasis  wi  traditional  lilreral  arts. 
The  ideal  is  to  priKluce  a  disciplined  mind. 

•  The  schohiTship  orientation  stresses  acquisition  of 
systematic  knowledge  in  the  several  scholarly  disciplines, 
with  special  devotion  to  s<-ieme.  vK-ial  scienc-e,  and  the 


scientific  metluKl.  People  with  this  oiientation  teml  to  Ik- 
impatient  with  religious  or  iliscipliiMry  outlixiks.  The  goal 
is  “sound"  knowledge,  iniprmation,  and  application  of 
analytical  methiKls  to  tin-  imthleius  ol  mankind. 

•  The  voeatiotuil  orientation  emphasi/.es  the  necessity 
of  prr-paring  youth  for  jobs.  The  more  sophisticated  ad¬ 
herents  to  this  orientation  grant  the  validity  of  general 
education,  which  aims  to  hiM-iate  the  soul  of  man,  but 
are  cpiick  to  jxiint  out  that  no  soul  c.in  be-  lila-rated  for 
long  apart  from  a  proRtable  vcH-ation.  In  short,  to  live  a  full 
life,  one  must  first  c-arn  a  living. 

•  Still  anothc-r  orir-ntation  sc-c-s  the*  i-diicational  piograni 
and  educational  mc-thods  growing  l.irg«-ly  out  of  a  study 
of  tin-  individual  child.  The-  aims  of  education  would  be 
deterrninc-d  by  knowledge  of  the  way  a  learner  glows  and 
develops— physically,  emotionally,  and  mentallv. 

•  A  final  orientation  r«-gards  tin*  demands  ill  ilrnincralU' 
society  as  paramount.  To  these  |K-ople,  the  social  situation 
is  deemed  so  critical  that  c-diication  must  concentrate  on 
promoting  the  demiK-ratic  ideal  through  education  foi 
citi/i-nship  and  world-mindedness.  The  curriculum  should 
grow  out  of  a  study  of  tin-  deepest  trends,  values,  and 
conflicts  in  our  culture.  Mon-  time  should  Ik*  dc-voted  to 
helping  stinlents  deal  intelligc-ntly  with  basic  scK-ial  prob¬ 
lems  of  our  time.  Ilencc*,  such  an  orientation  n-qiiires  of 
the  scIkmiI  a  content  and  a  method  devoted  to  improving 
the  priKcss  of  making  sound  decisions. 

Understand  the  Country  You're  In 

It  is  im|K‘rative  that  an  American  teacher  who  goes 
.ibroad  know  which  of  these  various  ori<*ntations  are  o|M‘ra- 
tive  in  the  scIkmiIs  and  in  the  scK-ii-ty  that  he  endeavors  to 
assist.  Without  such  knowledge,  his  efforts  to  study  and 
discuss  methods  of  scientific  eiirrieiihim  research  will  Ik* 
futile.  In  this  context,  it  is  also  ini|Miitant  for  Americans 
overs<*as  to  remernlK-r  that  the  foreign  siM-iety  fiinetions  by 
different  standards,  and  that  our  job  is  to  try,  through  our 
sensitivity  and  o|K-n-mindedness,  to  perceive  the  charac¬ 
teristics  of  the  members  of  the  foreign  siK-iefy  and  to  adjust 
to  them.  There  is  no  reason  to  ex|K-et  that  foreigners 
should  act  like  Americans.  As  a  malt<-r  of  fact,  they  usually 
appreciate  very  much  lK*ing  appioved  of  in  their  own  way 
of  life  by  Americans.  Actually,  it  is  rr-latively  easy  to  de- 
velop  a  sympathetic  appreciation  for  the  iwople  of  an¬ 
other  country  If  one  recogni/es  that  iK'hind  the  customs, 
the  manner  rrf  life,  and  the  living  conditions  lie  the  facts 
of  climate,  geography,  and  natural  resources,  and  that 
these  react  on  the  people,  helping  to  make  them  as  they 
are,  Tliis  shoiihl  not  Ik-  inlerpieted  in  any  patroni/ing 
sense  at  all,  Ireeaiise  it  is  erpially  pr-rtinent  and  applicable 
to  the  foreign  national  in  Amerira  as  be  i-ndeavors  to  iin 
derstand  our  cnlliire  and  institutions. 

'file  American  srholar  ami  his  counterpart  overseas  may 
possess  different  ideas  on  many  issues,  have  diverv*  views 
conceniing  certain  values;  but  they  find  unity  in  the  ilesire 
to  know  the  truth,  to  protect  the  integrity  of  vhol.irship, 
and  to  presr-rv-e  freedom  i»f  inquiry.  (\rxt  tnonth’s  article 
descrihen  the  Fulhright  jtrngratn  of  exchange  grants  ) 
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WHKN  STARTED  to 

teach  the  opc'ration  of  offic<*  ma¬ 
chines,  their  first  problem  was  h«)w 
to  acr|iiire  practice  materials.  There 
were  iiistriic’tiori  lxM)ktets,  hot  theM* 
IxMiks  were  desiKiunl  for  lon{{  courses 
in  machines  training-  Becaiis**  of  the 
hi|;h  cost  of  machines,  sch<M)ls  could 
afford  to  buy  only  a  limited  niimbi*r. 
As  a  result,  they  were  forced  to  ro¬ 
tate  at  frecjiient  intervals  the  few 
machines  that  were  available  for  f*ach 
classroom. 

Each  scluK)!  <»p<*rated  accordin({  te) 
a  different  sclu'diile,  which  made 
niifc'asible  any  common  source*  of  ma¬ 
terials.  Most  teachers,  therefore, 
started  to  construct  their  own.  Oik;  of 
the  results  was  the  iiitriKliiction  of 
job  sheets.  Tixlay,  despite  the  im¬ 
provement  since  then  in  various  type-s 
of  lesson  kits,  there  is  still  a  need 
for  job  sheets  in  the  classrixHii. 

Tin*  purpose  of  job  sheets  is  ( 1 ) 
to  teach  students  how  to  read  and 
understand  instmetions  and  (2)  to 
Kive  them  information  alxint  the 
work  that  is  to  lx*  done.  The  first 
of  tlu-si*  pnrposi's  CDvers  the  area  of 
Kreat(‘st  w(*aknf‘ss  for  hi^h  schixil 
students.  Recanse  of  this,  directions 
on  early  job  sheets  must  lx*  complete, 
yet  simple;  only  later  on  should  they 
Ix'come  more  complex  and  concisi*. 
A  major  advantaKi*  of  job  sheets 
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Wilmot  (Wisronsin)  Higti  Sftxxjl 


Use  lob  Sheets 
in  Machines  Training 

If  fob  sheets  make  a  course  autre  meaniriftful,  they 
are  worth  the  extra  work  needed  to  itrepare  them 
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that  the  teacher  avuiils  the  prol>- 
leiii  of  trying  to  help  10  or  12  stu¬ 
dents  on  dilierent  machines  at  the 
same  time.  Instead,  he  has  time  t«» 
explain  the  hackgrounil  •){  each  t>jx‘ 
of  problem.  This  gives  the  student 
a  broader  concvpt  of  the  work  lH‘iug 
accomplisited  and  a  Ix'tter  iiniler- 
staiiding  of  the  oirerational  icses  and 
limitations  of  the  machine. 

In  making  jcrb  slu-ets  for  a  three- 
week  (or  Hft(‘en-iX'ri(Kl)  rotation 
scheiliile,  a  litth;  ex{X'rimenting  is 
iM'cessary  to  find  how  much  material 
can  Ire  c-overed  in  the  time  ullowctl. 
1  ry  to  reserve  two  (x-ritMls  for  sp<‘ed 
and  accuracy  building  at  the  end  of 
the  rotation  peri(Kl.  This  time  can 
also  Ire  used  hrr  testing.  S<rme  (rf  tin- 
machines  lend  themsi'lves  ttr  this 
program,  but,  of  course,  irthers  will 
mrt.  lo  try  and  make  a  testing  pnr- 
gram  for  the  mimeograph  rrr  spirit 
duplicat<rr  is  a  waste  (rf  time. 

In  c((n.structing  j4rb  sheets  for  a 
typical  machine-let’s  say  the  lO-key 
electric  adding  machin<r-the  teacher 
slxriild  start  with  a  two-|XTi(Kl  in- 
dcK-trinathm  t<r  keyiroard  strcrking  Ik-- 
hrre  he  takes  up  pnrblem  srriving. 
Only  when  the  student  has  mast(‘red 
the  t(ruch  inethrHl  is  he  ready  for 
problem  s(rlving. 

One  adivity  common  to  most  busi¬ 
nesses  is  the  (‘Xti’iisjon  and  totaling 


of  invoices.  Since  this  intr(Kluc-es 
multiplication  on  the  machine,  it 
should  Ire  preceded  by  an  explana- 
ti(ru  of  additi(tn  as  the  process  by 
which  (rne  multiplic's  trii  a  machine. 

After  apprcrximately  three  invoices, 
the  teacher  may  intnKluce  direct  sub¬ 
traction  and  the  subtotaling  feature 
of  the  machine.  .A  pnrblem  that  will 
give  a  maximum  of  practice  on  Iroth 
these  activities  is  that  of  a  bank  state¬ 
ment  and  checks.  By  leaving  the 
daily  balance  blank,  we  force  the 
student  to  add  the  balance  into  his 
machine,  subtract  the  checks  for  each 
day,  and  subtotal  to  find  the  daily 
balance  of  the  account.  The  addi¬ 
tion  of  deposits  Icrrces  him  t(r  learn 
how  to  use  the  addition  and  subtrac¬ 
tion  keys  without  l(M>king  at  the  key¬ 
board. 

A  Lesson  Kit 

Of  course,  many  other  problems 
can  Im'  introduced,  tcnr,  such  as  per- 
|M‘tual  invenl(rrv  cards,  sales  slip  ad- 
ditiirns,  problem  multiplicatiirn,  and 
negative  multiplication.  I  would  also 
like  to  note*  that  Heinington  Hand  has 
made  available*  to  teachers  a  lO-les- 
son  kit  for  the*  IO-k(‘y  adding  ma- 
chiiK*.  This  is  a  giMal  project,  but 
we  have  found  that  our  students 
solve  the  10  lessons  in  three  or  four 
days.  The  kit  makes  a  g(M)d  supple- 
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inent  to  your  own  wairkshcets,  but  I 
do  mrt  lx*li(‘ve  it  carvers  enough  ma¬ 
terial  tir  insure  ki‘t*puig  the  student 
busy  hrr  a  thrte-wcek  rotation  sched¬ 
ule. 

One  projc'ct  that  achieves  a  double 
purixrsc*  is  the  turning  and  adding  erf 
checks.  'I'his  wirrk  produces  greater 
s{H*(‘cl  and  accuracy  at  thcr  same  time; 
as  it  teaclu's  a  )(rb  t(t  Ire  ferund  in 
imrst  carmpanic's.  NN'e  give  each  stu¬ 
dent  five  err  six  sc*ts  of  00  checks. 
We  give  tliem  (rue  im‘iiihI  to  praciic'e 
the  art  of  tuinmg  and  adding  these 
cfiecks.  On  his  last  day  at  the  ma- 
cliine,  (*ach  student  is  tc'steci  cm  his 
siM'cd  and  accuracy  at  adding  these 
checks.  The  pocrrc*st  student  will  av¬ 
erage  from  25  to  40  checks  [>er 
minute,  the  la'st  students  from  .'15  to 
.50.  Kxcc'ptional  students  will  some¬ 
times  reach  high(‘r  rates,  but,  with  the 
limited  practice  time,  s|M'(als  alrove  50 
are  n<rt  comimrn. 

rhe*  changing  of  machines  c'very 
threcr  wc'eks  means  that  .somc'one  has 
to  explain  the  oiM-raticrn  of  each  ma¬ 
chine  to  a  new  student.  An  advantage 
of  jolr  shc‘ets  is  th.it  a  student  who 
has  coniplet(‘d  his  own  sheet  may 
help  tim  teacher  by  explaining  the 
background  irf  the  probl(‘m  to  the 
next  student  on  his  machine.  'I'lie 
tc'aclier  is  thus  fri'c  and  may  explain 
the  (r{M‘ration  of  any  machinn  for 
which  nir  student  is  available.  HiiN 
I  educes  confiisicrn  and  loss  of  time 
when  students  arc;  seated  at  their 
machine's  and  unable  tir  start  prac¬ 
ticing  iN'caiisc;  ibey  chr  not  know  how 
to  la-gin. 

I'lKlay’s  offices  d(*mand  that  office* 
w'ork(*rs  Ire*  both  wi'll  trained  and 
cfficic'iit.  'I'hc;  proficiency  tfiat  jerb 
sliec'ts  make  ixrssible  on  so  many 
tvpes  of  machine's  pnrvides  final  evi- 
(h'licc  of  the:  importance  of  these 
iiiat(*rials.  For  instance,  it  is  normal 
for  stiidi  nts,  es|M  c  iaily  girls,  to  have 
a  ceitain  fear  (rf  machines,  a  f(*ar  that 
thi'y  must  overcerme  in  crrcler  to  fn*- 
coine  office  workers.  VV'ith  each  ina- 
chim*  they  master,  herwever  (and 
job  shec'ts  inerc'ase  the  riumlMrr  of 
machines  it  is  ircrssible  to  master), 
iIk'm*  students  Ireccrme  less  tJmid 
alroiit  running  a  machine.  T'herefirrt , 
wIic'ii  th(;y  leave  scIwMrl  and  entei 
(rfficcs  where  new  machines  are  being 
used,  lh(*y  are  fully  prepared  to  race 
any  machine  assigned  to  them. 

Of  course,  many  machines  and 
tc'chiiicpies  cannert  lx*  taught  in  every 
high  schcMrl  class,  since  hundreds  of 
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LAS'I  I  vuiliiJ  one* 

of  iny  atiuU'fit  tr^clu'ra,  wIki  wa« 
a  C'lak*  iik  fxilli  “piircrhaket 
r<‘liirii»  and  all(iwaru;<*»"  and  "aalek 
ri'lurna  and  allowancnt.”  Sfn;  Ix-ipin 
li<*r  li.‘kM>n  wilti: 

"'I  l»<*i  e  die  jtDit  fonrtn-n  iiuiie  dayk 
•mill  ( diriktinak."  (paiikc*)  "'Ifien 
inini-k  fill!  day  altifr,”  (paused  “when 
men  and  women  hy  the  do/ena  entei 
oor  \>m  department  atorea  with 
honiilea  under  their  anna.  In  some 
easi'k,  they  liave  reeeiveil  the  wron^ 
ai/e;  m  othera,  they  juat  don't  like 
the  eolor.  In  one  instanci;,  all  the 
minda  in  the  family  must  have  run 
III  the  kame  ehaimel  >-  for  Motliei 
ffot  four  paira  of  iH'driMim  alipixrra.'' 

1  notiei'd  that  my  ktiident  teueher 
M-emed  to  have  everyone'a  attention. 
She  went  on.  "When  these  goiMia 
were  piirdiav'd,  the  varioiia  atorea 
reeorded  each  transadion  as  a  credit 
to  ‘kales.*  “  She  maile  a  r>aeeount  on 
the  chalklxiaril  and  entereil  several 
credits  to  sales.  ".So  thesi'  decreasi's 
we  enter  in  an  aeeount  called  ‘sales 
returns  and  allowanc  es.*  “  She* 
recorded  aevc'ral  dehit  entries  on  the 
lioaid. 

.She  then  |Miinted  out  that  juat  as 
our  rc'tail  stores  have  merchandiae 


VERNON  MUSSELMAN 

Uf'ivecsity  of  K»*nlijrky^  Lf>j>in|{ton 

principles  in  terms  of  thr:!  daily  ex- 
{M-riericea  of  our  high  school  students? 

Ufci'MM.iATiuN  —  Of  course,  the 
thing  with  which  students  are  most 
familiar,  as  far  as  depreciation  is  ccni- 
cerned,  is  tlie  automobile.  Some  have 
their  own  cars;  the  othi*rs  know  that 
Oad  never  gets  "enougir  for  his  old 
car  whenever  he  trades  it. 

Why  don't  you  select  two  different 
cars  on  tlie  schcxrl  parking  lot  and, 
iH'lore  class,  find  out  what  they  cost 
when  new,  tlicir  age*,  and  their  pres¬ 
ent  market  value,  'rhem,  when  the 
students  meet,  take  them  out  into 
the  lot  so  that  each  can  make  his 
own  appraisal.  Jn  a  very  few  minutes 
you  will  all  l>e  back  in  the  classrcxim, 
c*ach  stud(*nt  liaving  estimated  the 
pri*s(*nt  value  of  each  car. 

In  another  minute  or  two,  you  can 
c.-ompiitc  the  average  of  your  stu¬ 
dents'  estimates.  From  these  two  av¬ 
erages,  together  with  the  cost  value 
and  age  of  each  car,  have  them 
t‘alculale  the  annual  dc*prcciation  for 
«*ach.  'rheii  tell  them  the  {rue  mar- 
kc*t  value  and  compute  the*  real 


you  can  take  it  from  there.  .  .  . 

W'uHiu>iifc.tTS  —  Usually  the  work¬ 
sheet  is  first  introduced  in  its  sim¬ 
plest  form— as  six  money  columns  and 
no  adjustments.  This  m(*ans  it  serves 
principally  as  a  sorting  device— all  ac¬ 
counts  on  the  trial  balance  lM.*ing 
srrrtcd  into  their  various  classcs-for 
assets,  liabilities,  proprietorship,  in¬ 
come,  and  expense. 

Daily  life  supplies  downs  of  (M-- 
casions  when  we  must  sort  things. 
.Mother  sorts  the  clothes  into  piles 
for  the  washing  machine.  Sister  sorts 
her  doll  clothes  or  the  dishes  in  the 
sink,  junior  sorts  his  marbles  or  his 
wrenches  or  his  test  tulres  in  the 
science  lalxiratory.  All  our  students 
are  used  to  sorting  things.  They  are 
also  used  to  using  worksheets  of  one 
kind  or  another— the  scratch  sheet 
for  arithmetic,  the  guide  sheets  in 
the  science  lab,  dress  patterns  in 
home  economics,  ("an't  we  utili/e 
some  of  these  ex()eriences  for  our  sort¬ 
ing  d«*vit*e  in  b<K)kk<*eping? 

Closi.nc  e.n'iiuks  —  The  proc*«*.ss 
lK.>rc  Is  basically  one  of  incorporating 
the  balances  of  income  and  exix*nse 
accounts— the  temporary  accounts— 
into  tiu*  profit  and  loss  summary  ac- 


Teach  BOOKKEEPING  . 

in  terms  of  daily  living 
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letuined  to  them,  they  also  return 
giMxIs  to  those  from  whom  they  have 
made  purchases,  liefoii*  her  students 
had  a  chance  to  leah/.e  it,  much  less 
lost!  intet(*st,  they  had  learneti  two 
new  accounts  and  the  rules  of  dt*bit 
and  cietlil  that  applit*d.  In  addition, 
sevf*ial  S|M*ciiiH*n  tiansaetions  using 
Ixith  the  jouinul  and  the  l«*dger  had 
iM'eii  recoitletl  on  the  Ixiard. 

I  thought  to  myself,  ‘"rhat's  prt*tty 
gixxl  this  ti*acher  has  capitali/4*d  on 
s«Mni*thing  with  which  her  students 
are  familiar.  Why  can't  we  do  thin 
for  all  hookkccfiinn  priiwiplen?'’  I  Ix*- 
gan  to  make  notes  in  my  “little  black 
IxNik"  depreciation,  bail  debts,  the 
worksheet,  and  closing  entries.  Why 
not?  Why  not  teach  each  of  thc'v 


depreciation  for  t'omparison  with 
their  figures. 

I’ll  guarantee  you  that  no  student 
will  go  to  sleep  during  this  ix'ruxl. 
In  addition,  the  meaning  of  deprecia¬ 
tion  will  have  Ix'cn  clinched  and  the 
hackground  laid  for  making  Ixxik- 
keeping  entries. 

Hah  HhiiTs-In  almost  any  class  of 
a  do/cn  students  or  more,  there  must 
Ix!  someone  (or  his  brother)  who 
has  had  a  pa{X*r  route.  ()t*rtainly 
others  have  made  loans  to  friends 
who  “forgot"  to  pay  th<*m  back.  Al¬ 
though  they  may  never  have  Ix^eii 
called  "loss(‘S  from  bad  debts,"  that's 
what  thes**  real  ex|x*riences  were. 
.^n<^  in  every  case,  tlx*  loss  resulted 
from  having  extendt'tl  credit.  Now, 


count.  From  here,  the  summary  of 
these  as  a  group  is  cIos(*d  into  the 
proprietor's  drawing.  Groceries,  for 
instance,  are  gathered  from  through¬ 
out  the  store  and  taken  home  in  one 
large  sack  or  box.  At  home,  they  arc* 
added  to  the  family  supply  of  gro¬ 
ceries  already  on  the  shelves.  i)r, 
another  example:  Don't  we  gather 
cookies  and  candy  from  .several 
sources,  bring  them  to  one  central 
place  fur  a  [x*nny  sale,  and  then 
transfer  profits  to  the  club  treasury'? 

Tliere  must  Ire  some  way  to  re¬ 
late  every  new  Ixxrkkeeping  principle 
to  the  exiH!riences  of  high  sclaxtl 
youth.  It  would  make  clearer  the 
various  bookkeeping  prcK'OSses  that 
we  all  teach. 
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Ol'l'OKTL'NHIKS  UM.IMin  i):  SliOIVl liAND-KF.Y  TO  SUCCKSS,  the  main 
(iisplay,  featured  piioln{{raphs,  liiuKrapfiies,  uiul  letters  relatiiiK  tn  Kdward  J.  Kiik'  I. 
Frederkk  I'.  Small,  Fatrieia  Nixon,  lierlM-rt  Hoover,  Billy  Hos4',  Kiorello  11.  I.a 
(hiardia,  Irving  ThaliierK.  Maureen  O'Hara,  Charles  J.  Corn-ll,  and  Folly  Street. 
Shorth.iiKl  s|>eemiens  of  Mrs.  Nixon,  Billy  Bose,  .umI  (Charles  Correll  were  iiK'hided. 


Our  exhibit,  based  on 
famous  users  of  shorthand, 
Involved  hard  work  but 
was  exciting  and  rewarding 


SARAH  S.  AMREICH 

George  W.  Wingate  High  SchcAjI 
BrooHyn,  N,  Y. 

I  T  ALL  STAHTKl.)  in  -March  irf  last 
year,  wh«-ti,  us  teacher  in  charge 
id  hnlietin  displays,  1  was  reijuested  to 
prepare  a  display  in  conjunction  with 
an  ass<*nihly  program  to  1x5  given 
within  a  few  days  by  thr-  secretarial* 
studir'S  department.  Onr  chairman 
handed  me  a  list  entitled,  “They  (iot 
Started  as  Stniographersl",  which  he 
had  secured  from  the  (•regg  Publish¬ 
ing  Company. 

Siirce  timr-  was  pre.ssiiig,  we  h.id  to 
work  very  rpiickly.  1  broke  rlown  the 
list  of  26  famous  |H*ople  into  their 
various  fields  of  endeavor  and  decided 
on  the  title,  “Karnous  Personalities 


Who  Started  as  Stenographers!"  Si'v- 
eral  students  in  my  chesses  heljN'd  me 
print  the  title  and  the  individual  cate¬ 
gories  in  black  india  ink  on  white 
|>oster  Ixiard.  We  ty|X‘d  the  names  of 
the  famous  personalities  on  fine  Irond 
pa|)er,  which  we  mounted  on  white 
jxister  cards.  .At  the  last  minute,  we 
added  to  the  “Theatre  and  (.inema” 
category  the  name  of  Maureen 
O’Hara,  who  had  just  revealed  on  a 
“This  Is  Your  Life”  program  that  she, 
tix),  had  started  as  a  secretary.  The 
exhibit  apix-ared  in  time  for  our  as¬ 
sembly  program  and  attracted  a  great 
deal  of  interest  among  the  students. 

But  this  was  only  the  Ix-giririing. 

While  working  with  this  display, 
my  students  were  impressed  by  the 
fact  that  so  many  r-elehrities  had 


started  their  careers  as  stenographers 
or  had  used  shorthand  throughout 
their  lives.  It  (K'curred  to  me  that  a 
project  relating  to  the  material  in  this 
display  would  lx*  a  stimulating  and 
inspiring  undertaking  tor  our  students. 
Besides,  the  results  might  prove  en¬ 
couraging  to  students  throughout  the 
city  who  were  planning  to  make  the 
secretarial  field  their  cure«-r.  And  so, 
"Op|Xirt unities  Unlimited;  Shorthand 
Key  to  .Success”  came  into  Ix^ing. 

W'e  decided  to  write  to  these 
famous  ix*ople  for  information.  (In 
the  course  of  the  project,  the  names 
of  Patricia  -Nixon,  wife  of  the  Vhe- 
President,  and  Creer  (iarson,  actress, 
were  added  to  the  list.)  We  askeri  for 
a  photograph  ai>proximately  8  by  16 
( (’nntinuril  on  next  fMge ) 
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ittLh<*»,  a  itlairt  biograpitical  kkHcti  in- 
ilu-adKg  till;  pliaW'  of  tin*  iHtTUtu't  lii<‘ 
III  wlikli  ii<:  or  kli<‘  ftad  um-<1  kliorl* 
liaiid,  a  k|N'ciiiM'ii  of  the  individual  % 
kliorthaiKl  writiiif{,  and  an  t'nc-oura}:- 
ing  <oinin<-n!  for  fcliidrntii  wlio  w<*r«* 
planninji  to  inaki*  IIk-  w<  r«'tarial  fii'ld 
llii'ir  cafi'iT, 

'I’ho  rcftiilt  wa»  a  co  <*iMTativc  re- 
M-ari  li  rntoipriMr  condiutcd  by  kfu- 
di'iilk  III  my  clakk4‘k.  '1  boy  coiihiiltod 
nfoiriMi’  liooks,  toiopbonod  for  in- 
foiinalion,  ty|M*<l  iHti'rs  with  carlion 
l  opiok,  addrokM-d  onvoloix'k,  prrparoil 
ibo  ptinlintj  tor  plioto|{iapbk,  and  vi 
forth,  ( ainkiilorablo  jMTMinal  rokr-arch 
wak  norokk.ity  to  (‘oinpiKc  the  work, 
'rhf*  proji'ct  wak  finally  I'xliibitod  last 
.Novi'inlx'r  I,  koinr*  M'von  iiionthk  afi(*r 
w«‘  had  iM'giin  w<irk  on  it.  I  ho  thrills, 
«‘xr‘il<'in<‘nt,  and  intrrrst  onKondored 
in  itk  pri’pai.ilion  warraiitod  ail  tho 
tiino  and  rfforl  involvod. 

When  we  liikt  iM-^jaii,  the  problem 
th.il  Ix'set  Ilk  wak  how  to  liK-ate  the 
iiddrekM'k  of  the  living  |M'rsonagek  and 
whom  to  eonlaet  for  inlormation  alroiit 
those  who  were  no  longer  living.  '1  he 
inlormation  on  the  list  itsi'lf  wak  very 
meager,  but  it  s«‘rved  an  a  xtarting 
|Hiinl, 

1  assigned  ktiidentk  to  eonsiilt  ref- 
ereiiee  liiNrks  sik  h  as  Current  Hiugru- 
Itliij,  The  Srw  York  Tinu'k  liulex, 
Tuentieth  ('entunj  Autfunu,  U'/m’* 
VV7io  in  Arnrruu,  and  .\«*w  York  tele¬ 
phone  diiei'toiies  for  blogi.iphieal  in- 
loimatioii  and  uddiess<‘s.  In  instanees 
where  we  weie  i-ompletely  at  a  loss  for 
inloimation,  we  telephoned  the  New 
Yoik  Timi'ti  Inloim.itiun  iiiiieaii, 
whieh  proved  very  helpful.  One  eliie 
led  to  another,  one  telephone  eull  to 
another.  I  venliiie  to  guess  that  my 
stiidrntk  made  alroiit  one  hundred 
ealls-tu  libraries,  maga/.iii«‘s,  bioad- 
easting  eompaiiies,  iilm  studios,  pub 
llshing  companies,  photographic  serv- 
lees,  news  agencies,  miisi-umk,  in 
formation  bureaus,  railways,  theatrical 
agencies,  public  utilities,  historical 
foundations,  public-relations  depart¬ 
ments  of  various  companies,  and  noteil 
people.  Imagine  the  thrill  felt  by  one 
of  my  st^iior  girls  W'ho,  in  oriler  to  get 
iiiloimation  on  the  late  Kiorello  II. 
lai  (hiardia,  was  assignr'd  to  tele¬ 
phone  his  long-time  assiK'iate,  New- 
IhiIiI  Morris,  and  who  w'as  over- 
W'helnii*d  by  his  gracioiisness  and 
co-o|><'iativeness! 

As  the  addressi's  were  liK’ated,  stu¬ 
dents  were  assigned  to  ty|M‘  (from 
dictation)  letters  with  carlMtii  csipu's 
and  to  address  eiivelo|M-s.  'lYii’y  vied 
w'ilh  e.ich  other  to  ty|)<'  the  letter  to 


the  |>crkon  of  tlicir  choice.  Pitiurc  the 
deliglit  of  iIh;  student  who  tyired  tlic 
h-ttr-r  to  flerlx'rt  Ifixiver,  or  to  Patricia 
.Nixon,  or  to  James  ffagerty,  press 
weretary  at  the  White  ffouse,  oi'  to 
.Maiirc'cii  O'Hara,  or  to  Hilly  Hose! 

As  the  replies  came  in,  the  excite¬ 
ment  mounted.  Altogether,  we  rr*- 
c-eived  22  letters,  21  photographs  (6  of 
which  were  autographed),  12  biogra- 
phi<*k,  3  shorthand  siM-cimens  (from 
Mrs.  Nixon,  Hilly  Hose,  and  (diarle.s 
j,  (!orrell— “Andy”  of  .Amos  'n  Andy), 
l>«r«>ks,  pamphlets,  and  a  wealth  of 
W'llsoniana  repriMhu-ed  by  the  W«km1- 
row  VV'ils<»n  Foundation  for  the  Wilson 
t^ieiitennial  in  1956. 

OI  the  22  individuals  honored  in 
out  exhibit,  15  used  their  skills  in 
shorthand  and  tyiiewriling  at  the  Ixv 
gin.iing  of,  and  in  the  advancement 
of,  their  careers.  The  remaining  7  used 
till*  .skills  throughout  their  lives  as 
lalxir-  and  time-saving  devices. 

Kdward  J.  Kiigel  started  as  secre¬ 
tary  to  the  president  of  the  Santa  Fe 
Hailway  in  PMK)  and  rose  to  the  posi¬ 
tion  of  president  and  chaiimaii  of  the 
executive  committee  in  1939.  Fred¬ 
erick  P.  Small  iH'gan  his  long  and 
successful  career  with  the  American 
Kxpri'ss  (Company  as  a  stenogra])her 
and  rose  through  the  ranks  to  Ix'come 
piesident  of  the  firm.  Kiorello  11.  l.u 
(hiardia,  late  mayor  of  .New  York 
City,  early  in  his  varieil  career  was 
employed  as  a  stenographer  by  Atx'r- 
crombie  &  Fitch.  Polly  Street  bt'gaii 
her  piihlishuig  car»-<-r  with  Frederick 
A.  Stokes  (Company  as  a  youngster 
Iri  sh  Iroin  business  scIkmiI,  then  joined 
Willuiii  .Morrow  and  (!om|>any,  Inc., 
to  iN'come  head  of  the  advertising  and 
promotion  departments,  sales  man¬ 
ager,  and  si'cretary  of  the  firm.  John 
J.  Haskoh,  former  industrialist,  linan- 
(ler,  chairman  of  the  Demix-ratic  Na¬ 
tional  (.'ommittee,  la-gan  a  s[xctacular 
cari-er  at  the  turn  of  the  century  as  a 
$7..5<)-a-week  stenographer,  then  went 
on  to  iM'come  vic<*-president  of  (x'li- 
era!  Motors  and  l)u  f'ont,  as  well  as 
owner  and  builder  of  the  Fmpire 
State  Huildiug. 

Patricia  Nixon,  wife  of  the  Vice- 
Piesident,  was  a  teacher  of  shorthanii 
and  tyiM'writing  in  tin*  Whittier  ((lali- 
foriiia)  High  SchiKil.  Irving  Thallicrg 
Ix-gaii  as  siiretary  with  Universal 
Pictures  and  rose  ipiickly  to  the  jxisi- 
tioii  of  viei'-president  of  Metro-fiold- 
wyn-Mayer.  Howard  W.  Schotter  en- 
teretl  railroad  servit'i*  as  a  clerk  in 
I ‘>(16  and  la'cami'  treasuier  and  as¬ 
sistant  vici'-president  of  the  Pennsyl¬ 
vania  Hailroad  ( Company.  Hilly  Hose, 


Hroadway  show man,  began  a  fantastic 
career  as  a  (>regg  shortlund  cliampion 
(attaining  a  sim-ixI  of  2bU  words  a 
minute),  then  priK-eeded  to  become  a 
famous  kimg  writer,  owner  and  o^x-ra- 
tor  of  niglit  clubs,  theaters,  theater 
restaurants,  and  pnxlucer  of  plays  and 
such  extravagan/as  as  the  World's 
Fair  Aquacade.  (Charles  la?c  Swem  btv 
gan  his  career  as  President  Wilson’s 
[>ersonal  secretar)  and  riqxirter,  W'as 
world's  champion  shorthand  writer 
((iregg)  in  1923  and  1924,  and  lx‘ 
came  one  of  our  iM'St-kiiown  csiurt  re- 
jMirti'rs.  Hlaneh  Patch,  setretary  to 
Gi'orge  Hernard  .Shaw,  learned  Pit¬ 
man  shorthand  and  the  use  of  the 
tyiM’writer  when  (dfS  invited  her  to 
Ix'come  his  sixretary.  l.eif  Kid,  chief 
of  NHG’s  Paris  Hureau,  found  his 
si'cretarial  background  of  inestimable 
value  to  him  as  a  newsman.  (Jharles 
J.  Cairrell,  “Andy”  of  Amos  ’n  Andy, 
was  a  stenographer  in  IWS.  .Movie 
actressi's  (ireer  Cparsoii  anil  Maureen 
O'Hara  were  discovered  while  work¬ 
ing  as  si'cretarii's. 

Former  President  Woodrow  Wilson 
used  shorthand  in  his  work  through¬ 
out  his  life,  drafting  nearly  all  his 
state  pa^M-rs  in  Pitman  shorthanii  and 
then  typing  a  copy  himself.  Former 
President  llerlK'rt  Hoover  was  a  short¬ 
hand  writer.  Hriti.sh  playwright 
(>eorge  Hernard  Shaw  li'arned  Pitman 
shorthand  early  in  life  and  wrote  all 
his  plays  in  shorth.ind,  sending  his 
shorthand  transcript  to  his  si'cretary 
to  lx-  traiKscrilx-d.  Literary  figures 
Arnold  Hennett,  Irvin  S.  (.'ohb, 
(diaries  Dickens,  and  F.mil  Ludwig 
were  shorthand  writers. 

Hecause  our  department  was  operat¬ 
ing  on  a  limited  budget,  all  photo¬ 
graphs  had  to  lx*  contributed;  this 
complicated  matters  a  great  deal,  lii 
several  instances,  we  had  to  make  a 
numlx-r  of  telephone  calls  and  carry 
on  additional  correspondence  in  order 
to  gi*t  results.  We  eventually  obtained 
studio  (Mirtraits  of  all  our  subjects. 

Six  of  the  photos  wi‘re  autographed. 
Mrs.  Nixon  inscrilx-d  hers:  “To  the 
stiiilcnts  of  (iemge  W.  Wingate  High. 
May  your  can-ers  lx  interesting  and 
successful.  Patricia  Nixon."  .Mr. 
Ilixiver’s  photo  was  inscrilx'd:  “To  the 
(•eorge  Wingate  High  Siluxil  with  the 
giMxl  wishes  of  llerlxTt  Hoover." 
Matirei'n  D'Hara's  inscription  read: 
"There  is  always  rixim  for  another 
giMxl  secretary.  .Sinifrely,  .Maureen 
O'Hara."  The  inscription  on  the  photo 
of  Amos  ’ll  .Andy  read;  “To  Sara  .Am- 
reich  with  Ixst  wishes,  Freeman  (ios- 

(Cori/iriucd  on  fuige  HH) 
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wliii  li  III*  ty|N-(l  liitiiscif,  a  f.it  siiiiilc  of  W  il.Miii’t  alr.iti 

(mh'oiiiI  |><iK<‘)  III  lii>  of  ai'O'ptaiK't*  of  tiu’  I’rt  sidriii  \ 

ill  lfM2;  ri-priMliictioiK  of  photos  of  ( lliarlcs  l.oc  Swi-iti  with 
Wilson  at  Dover;  u  facsimile  of  Svvein’s  kluirtliaiul  iioti  s  of  the 
o|M*iiini(  of  the  I’e.iee  ( ^inference;  and  (piotations  from  the  ImmiL 
.A  (’rns'iTiHuU  of  l-n-rtlimt  |)a>m({  trihnie  to  Swem. 


WOODHOW  WII.SON,  KDrCAlOH,  STATISMAN,  AND 
SIIOIf  TIIAND  WHI'i  rif  iiiihided  u  studio  portrait  of  f'resident 
Wilson;  two  letters  from  th<>  WcmkIhiw  Wilson  f'onndation 
retfardint;  his  ns4<  of  shorthand,  a  photo  of  the  “Hik  Four"  at  the 
I'ans  l’ea<  <*  ( !onferenci‘,  a  photo  of  NN’ilson  s**ated  at  his  roll-top 
desk  at  1‘rineeton;  a  photostat  of  his  war  message  to  Compress, 


SIIOItlllAM)  KOH  Tin;  Al  TIIDH,  A  l  ABOH-SAMNC; 
DIWKT;  devoted  oiii'  s4-etion  to  Ca-orKe  Hern.ird  Shaw,  khowinit 
photos  of  (dfS  anil  his  s«-»  retary,  Iflanch  I’.iteh,  evierpts  from 
I  hirtij  Yi’dm  u  if/i  C.HS  ilhistrtitinK  his  use  of  shorthand,  a  f.ie- 
simile  ol  Shaw’s  shorthand  notes  s«-nt  to  his  seen  larv  lor  trans- 


'•(iipllon,  a  letter  from  lil.ou  h  I'ateh,  and  .1  eopy  of  I'liitlif  Yron 
II  ttfi  (IHS  o|M'ned  to  a  iMi^e  that  desi  rllM-s  Shaw's  use  ol  short 
haiiil.  Other  photos:  (!h.iiles  Di<  kens,  |■;nlll  laidwiu,  Itkin  S. 
tiohli,  Arnold  liennett.  Also  iiu  huled  is  ,1  letter  and  liiot(rupliy 
of  a  si'eoiKl  Arnold  Hennett  o|  Hrown  Ihilversity.  I'rovidenie 


1- 

;  ,  ; tlJ  B 

mOM  INin  STHY  TO  Till,  AHTS:  SIIOHTIIAM)-ki;y  lO 
Sl'(,(.KSS  fe,itiired,  in  one  si'etion,  a  photo  of  John  j.  it.iskoh, 
his  hiottr.iphy,  a  letter  from  Do  :Mtfk  a  pamphlet  from  th< 

Kmpire  State  Itnildint;.  Other  material  inehHh*<l  a  plmto  and 
hioitraphy  of  lfow,ir<l  U  .  St  holti  r,  a  photo  of  l,eif  Ki<l  anti 


.1  eonimniiitiiit'  from  KhI  AIv»  ilispl.iyed;  “'l>pii,il  f !orri's|ion<l- 
elice"  letter*  from  James  (  llaU«fty  .ind  Mrs  1,011  ( ,elirii(, 
‘‘Inspiration  ftir  'lliis  l'ro)e<t”  .1  list  pohlisheil  hy  the  (oetntt 
I'nhhshiiiK  Oompaiiy  entitletl.  “  I  hey  Oot  Startetl  ,■*  Steiioirra 
pher*”;  and  a  ‘  I'artjal  l.ist  ol  Soiiri  1  s  of  lnforinalion.'‘ 


Al'MIL, 
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What  business  courses  have  been  taught  by  TV . 

Can  a  skill  like  typing  really  be  learned  via  TV? 

What  are  students’  reactions  to  a  TV  typing  course? 

do  teachers  of  TV  courses  react  fn  «, 

“'»es  react  to  the  medium? 


2.  HOW 
TO 
RUN 
A 


BFXiINNING  ill  OctolxT,  1956,  1 
an  experinu'iital  TV 
typing  cnursM*  over  Station  KQED  in 
San  FrarK'isco.  It  was  a  p**rsonal-iis<^ 
c-oiirM'  in  10  l<‘ssons,  pr(‘se'nt<*(i  on 
TiK'sday  rvenings  from  8;(K)  to  8:45, 
I  told  students  that  I  was  attempting 
to  determine  the  feasibility  of  teach¬ 
ing  the  fundamentals  of  touch  ty(M‘- 
writing  by  op<*n-c-ircuit  television  and 
emphasi//td  that  the  course  was  not 
lieing  taught  for  vocational  skill. 


At  that  time,  there  were  no  siHJcific 
materials  available  for  a  program  of 
this  nature,  so  I  develo|)ed  a  short 
syllabus  that  memiM'rs  of  the  home 
audience  piirchasi'd  to  use  as  their 
text.*  Approximately  four  hundred 
students  were  intr'rested  enough  to 
write  to  the  studio  rerpiesting  a  copy 
of  the  outline,  which  sold  for  $1.  It 
was  estimated  that  an  additional  four 
thousand  followed  the  lessons  by  us¬ 
ing  the  drills  shown  on  TV. 


o 


\Ve  used  a  studio  class  of  six  stu- 
(h'lits  to  help  me  jud^^e  the  pace  of 
the  program  and  to  determine  the 
problems  of  a  beginning  class  com- 
|M>sed  of  |)eople  of  various  ages— from 
thirteen  to  over  forty.  Furthermore, 
we  Ix'lieved  that  a  class  of  hr/finnina 
stiidi'iits  of  various  ages  would  help 
the  home  viewer  to  identify  himself 
.Old  his  prohli'ins  with  those  of  other 
iM-ginners. 

As  a  result  of  this  exj)eriment,  the 
findings  reported  by  Fasewark  (Wil¬ 
liam  H.  Pasewark,  “Teaching  Tyix*- 
writing  througli  Television,”  Kes<*arch 
Ib'jxirt  No.  17,  Bureau  of  Business 
Hesearch,  Michigan  State  University), 
and  conversations  held  with  several 
others  who  have  taught  typing  by  TV, 

I  feel  justified  in  stating  that  a  skill 
course  such  as  typewriting  ran  f)e 
taught  effectively  by  TV.  I  realize  that 
certain  authorities  in  the  field  of  busi¬ 
ness  education  have  r<‘servations  re¬ 
garding  the  effec'tiveness  of  this 
rnt'diurn.  Some  are  particularly  c-on- 
cerned  that  the  TV'  student  may  attain 
the  same  degree  of  skill  as  an  ortlxMlox 
student  (Pasewark’s  students  were 
able  to  type  more  aci'urately)  but  may 
do  so  with  faulty  tecfinujues-or,  even 
inon*  important,  p<*rhaps.  that  he  will 
learn  a  mechanical  skill  but  will  l>e 
completely  ignorant  of  the  coti- 
comitant  knowledges  and  skills  that 
we  stress  in  typewriting.  These  dan¬ 
gers  exist,  of  course;  but  I  believe  we 
should  also  recognize  that,  in  some 
typewriting  classrrKxns  where  courses 
are  taught  by  so-called  conventiorud 
methods,  there  are  students  who  never 
lean)  the  concomitant  skills  and  stu¬ 
dents  who  learn  to  type  using  faulty 
teehnifjiies. 

Some  Tentative  Findings 

Our  mail  gave  us  some  clues  re¬ 
garding  stuilents’  age  and  sex,  the 
mimber  of  programs  watched,  the  de¬ 
gree  of  mechanical  skill  achieved,  and 
the  students’  general  re.ictions  to  the 
program.  We  recognize  that  thes<?  re- 
s|Hms(ts  are  only  clues,  Iwcaiise  we 
have  no  data  on  thosr*  who  watched 
the  program  but  did  not  sc-nd  us  the 
information  we  retjin-sted. 

Although  a  numlM*r  of  students  did 
not  itidicate  their  age,  the  avail.d>le 
d.ita  showed  a  range  of  nine  years  to 
seventy-eight  years,  with  most  of  the 
viewers  falling  into  the  h)rty-or-over 
age  group.  More  than  two-thirds  of 
our  res|M)ndents  were  women.  Tl)e 
majority  r>f  the  viewc-rs  had  had  no 
previous  training  in  typewriting. 

One  (f{  the  basic  problems  in  teach- 
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ing  by  TV’  (as  it  is  in  a  regular  adult 
evening  program)  seems  to  lie  retain¬ 
ing  all  the  students  for  all  the  pro¬ 
grams.  In  the  case  of  a  course  being 
given  without  credit  and  with  no  givr*- 
away  gimmicks,  it  is  difficult  to  insure 
that  homework  assignments  will  lx* 
complet(*d,  or  even  that  the  program 
will  actually  lx*  viewed.  The  noncrerlit 
factor  probably  d«x*s  mean,  h*)wever, 
that  those  who  watch  are  highly 
rnotis'ated  and  are  more  liktOy  to 
learn  than  those  who  might  lx*  r«-- 
({Hired  to  take  the  c-ourse.  This  s<‘ems 
to  lx*  esjxx'ially  true  w'hen  the  course 
conflicts  with  such  a  |X)|)ular  commer¬ 
cial  program  as  Phil  Silvers’  "Sergeant 
Bilko”  show'.  VV'e  found  that  over  7.*) 
per  cent  of  the  res|X)ndents  had 
watched  fl  or  more  of  the  10  j)ro 
grams.  A  nun)lx‘r  indicated  that  they 
would  have  Ix'en  able  to  watch  more 
often  if  the  course  had  lx*en  offered 
at  another  time;  ap|)arently  the  hour 
at  which  a  course  is  presented  has  a 
Irearing  on  the  si/z*  of  the  audience. 

The  reported  sp<*eds  of  our  viewers 
on  one-minute  timings  on  short  sen¬ 
tence  materials  ranged  from  a  low  of 
20  words  a  mirmte  to  a  high  of  over 
SO  warn.  Most  of  those  who  reported 
a  definite  speed  f)n  a  one-minute  tim 
ing  ty|X*d  lx*tween  20  and  40  warn 
VV'e  had  ai)tici|)ated  that,  if  a  student 
watched  all  10  programs  and  |)rac 
ticed  for  ap|m)ximately  twenty  inin- 
)ite,s  each  day,  he  would  lx*  able  to 
ty[X*  for  one  minute  at  approximately 
25  warn.  Those  who  reported  their 
s|)eeds  were  well  within  the  antici 
pated  range;  but  we  have  no  way  of 
checking  all  students,  since  we  did  not 
ask  for  the  pajx’rs. 

Since  we  expected  to  repeat  the 
course  if  it  proved  successful,  we 
asked  students  to:  (I)  indicate  any 
changes  they  would  like  to  see  made; 
(2)  indicatr-  one  thing  they  particular¬ 
ly  liked  .alxxit  the  course;  and  (5) 
give  their  reactions  and  comments 

Studant  Raactions 

Some  of  the  points  raised  might  lx* 
kept  in  mind  by  those  who  c<>ntem 
plate  teaching  by  'FV: 

•  fJive  some  thought  to  your  time 
schedule.  Some  of  our  viewers  felt  that 
the  course  should  lx*  off<*red  at  a  dif¬ 
ferent  hour;  some  suggested  that  it 
should  run  for  sixty  minutes  each 
session  instead  of  forty-five;  and  a 
num})er  advised  us  to  offer  it  for 
fifteen  weeks  instead  of  ten.  A  few 


suggested  that  it  should  be*  given  two 
or  three  times  a  w»fk. 

•  W  ati  li  >*^ir  pace.  Si*veial  ol  out 
res|X)ndents  commented  that  the  pro¬ 
gram  went  too  fast,  es|X‘cially  for  the 
younger  students. 

•  If  you  u.se  a  studio  class,  lx*  siite 
to  give  th«‘m  ad<‘(iuate  reixignilion  and 
lx*  sure  that  the  canieia  S|M‘nds  some 
time  showing  th(‘m  at  woik— yes,  even 
if  tlwy  are  doing  things  inconectly! 
On  the  other  hand,  lemeinlx'r  that  tlx* 
viewer  is  not  interested  in  watching 
you  inlrcxluce  the  .same  cl.iss  on  |iro 
gram  after  progiam. 

•  B(‘  can  fill  not  to  s|X‘nd  tixi  much 
time  on  warm  u|)  drills. 

•  Kee|>  your  home  audience  in 
mind  constantly,  es|)ecially  if  you  an* 
using  a  studio  class. 

•  On  close  u{>  c.inic'ta  shots,  talk  to 
the  home  audience,  not  the  studio 
class, 

•  Be  sure  to  demonstrate  evi'ry 
teehni({ue  that  you  want  your  students 
to  learn. 

•  Bememix'r  that  not  everyone  at 
home  may  have  a  syllabus;  show  the 
dull  .sentences  on  the  'I  V'  .scier'ii. 

You  might  cynically  conclude  that, 
if  you  ke|it  every  suggested  change  in 
mind,  you  wouldn’t  lx*  able  to  do  a 
program.  For  ex.ini|>te,  we  weie  told 
Ixith  to  s|)eed  u|)  and  to  slow  down 
the  course;  to  make*  it  longer  .ind  to 
condense  it  into  fewer  classes;  to 
ch.mge  the  time  and  to  re|>eat  the 
course  on  exactly  the  same  schedule, 
and  so  on.  However,  keeping  your 
students’  comments  in  mind  in  the 
( l.issroom  as  well  as  cm  TV’  should 
he||)  you  do  a  more  efrective  job  of 
teaching. 

'Hie  answers  to  "the  one  thing  you 
p.irticiilarly  liked  .ilxiiit  the  course” 
were  es|iecially  interc'sting  and,  to 
me*,  c|uite  (  hallenging.  ’f'o  the  skeptic 
who  fc*els  that  'I'V'  is  too  impc*isonal 
the*  following  (liii*(  t  ({notes  might 
serve  us  a  rebuttal;  "I  fi*lt  I  was  in  tin 
c  lass,  not  a  spc*ctator”;  "Your  sinc  c*rc- 
iiiti*rest  in  teaching  was  c  emtagious." 
One  of  the*  aclvantagc-s  c)f  a  I'V'  cemrse 
is  reflected  by  a  student’s  st.iti*ment 
that  "I  likc'd  lx*ing  able  to  do  the  work 
at  home.”  Fvidently  virnc*  of  those 
who  sc*nt  for  the  syll.ihus  had  been 
willing  hut  ski*|>ti(al,  one*  said,  ”I 
learned  much  metre*  than  I  ever  ex 
{X'CtecI  to  when  I  sent  for  the  syl 
lahus.”  A  t flirt i*c*n-ye.ir  c»ld  was  (ileas- 
antly  sur{)risr*cl  “to  learn  that  someone 
my  age  could  grasp  it  u  well  as  an 
adult.”  Althougli  the  use  of  a  studio 
class  is  not  recommended  by  some  of 
(Cnniinurd  nrt  pagu  -V)) 
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THE  TYPING  TEACHER 
AS  A 

TECHNICIAN 
A  5-Part  Series  , 

Development,  protection, 
correction,  and  refinement 
of  basic  typing  skilly 


ALAN  C.  LLOYD 

Dire<‘for,  Gregg  Typing  IrntriiCtiona'  ServK-.es 
Ediforial  Consolfant.  BEW 

RF^ADY,  STAHT!”  Mary  Join's  ln'aves  a  sigh  of  rt'lir  f 
as  she  starts  her  class  on  a  5-ininute  writing.  She 
sits  at  her  riesk,  srriih's  gratefully  at  the  cl(K-k,  and  kxisens 
her  shfN'S.  She  straiglitens  a  stack  of  painrrs,  picks  up  a 
hliie  p^'ficil  (in  ca.se  anyone  steps  in),  and  rpiietly  re¬ 
laxes  f«>r  a  few  hlesst'd  inoiin'iits. 

Mary  Jones  rejirr'sc'iits  a  kind  of  typing  teacln'r.  She 

3.  what  to  watch  for  when 


A.  Watch  for  Moving  Hoodi 

1.  /«  Ou’  HituieiU  UnAf  Oid  he  not 
gH  the  directions?  (Your  faul*.,  if 
others  are  lost,  too.)  What  to  do? 
Admonish  or  a|x*logi/.e. 

2.  /«  he  lUme?  Directions  should 
UK-lude  continuing  arTivities. 

.f.  Did  he  frrrgef,  as  iM'ginners  do? 
K<xr{>  class  alert  to  eye  |X)silion  hy 
comment,  ctMigratulations,  gainefully 
"catching”  the  "|iM>ker-up|M'rs,"  etc. 
Sometimes  exac't  a  light-hearted  {M'lial- 
ty,  hke  typing  a  line  backwards  or  a 
line  of  "I  looked  up!” 

4.  1$  he  utdrjng/ing  heytr^  You  can¬ 
not  untangle  jammed  keys  without 
liMiking  up.  (See  Sedion  D.) 

а.  Is  he  a  reAil  preker?  To  tlevelop 
his  corifideiK-e  in  touch  typing,  stop 
grading  his  work  for  a  while;  seat  him 
beside  slow  student  who  is  making 
passing  grades;  assign  retyping  of 
early  lessons  (in  eadenee  with  you  oi 
giHx!  student,  if  |)ossif>le).  To  defeat 
the  hunt -and -{reck  typist's  had  r-opy- 
ing  habit  (liarks  at  e<)py;  grasps  an 
eyeful  of  words,  then  Imiks  at  fingers 
while  spelling  words),  use  drills  of 
jumbled  c*opy  like  Drills  7,  27-2W. 
Expect  relapses.  (;he«‘r  over  each  sign 
of  im|rrovement.  Be  patient.  (But.  you 
may  never  f>e  able  to  cure  him.) 

б.  Is  he  /rwdiirig  for  a  tiumhrr  or  a 
symlxil  key?  If  he  is  the  oidy  ('ulprit, 
assign  retyping  oi  apnropriate  drills 
from  early .  lessons.  If  others  stall, 
t(M>.  drill  the  class  and.  for  a  while, 
preview  uses  of  these  keys. 

7.  Is  he  rherhififi  to  si'e  h<m  he  is 
doing,  or  whether  he  has  just  made  an 
error?  If  treatment  in  (.3)  <1«k*s  not 
srrive  the  problem,  have  him  tyire  his 
wannups  with  a  carlxin  pack  ami  with 
riblxrii  set  for  stencil. 

H.  Did  he  think  i/on  miitl  to  xtov? 
Teachers  who  use  inconsistt'iit  sign.ils 


find  that  any  difiereni  sound— a  cough, 
a  d(M>r  closing,  a  scuffing  of  a  fmit— 
firings  part  of  the  class  to  an  ex{)ectant 
halt.  Be  consistent. 

B.  Watch  for  Bobbing  Shoulders 

y.  Ila*  he  crotised  kneei^  'I'liis  is 
hard  to  do  without  the  shoulders*  larb- 
bing  up  and  down.  lns|H‘ct  him. 

70.  Ih  he  u  earinn  out}*  Any  task  that 
is  tixi  long  (for  hint)  leads  to  (xior 
ixrstiire,  to  hack  and  neck  strain,  and 
therefore  to  shoulder  wobbling.  I’lan 
on  more  short  r«'st  iwriixls. 

11.  Is  he  trying  tiH>  luird}*  Yes,  if 
he  rolls  his  slaiulders  each  time  la- 
stops  typing.  Taja-r  off.  Tell  a  gmal 
story,  (iive  fre(|iii‘nt  relaxation  fW'ri- 
mls. 

12.  /«  maehitie  faulty?  Check  and 
correct  when  necf-ssary:  (a)  If  ty|a-- 
writer  is  much  tmt  high  or  tmi  low, 
result  is  arm  and  neck  strain,  (h)  If 
carriage  rails  net'd  oil,  the  carriage 
return  is  wearying,  (r)  If  riblMin  is 
worn,  student  has  to  slug  keys  to  g«-t 
readable  print,  (d)  If  a  key  is  sticking, 
student  fimis  only  way  to  avohl  jams 
is  to  strike  it  very  har<l.  (e)  If  machine 
slips  to  right,  student  has  to  lean  or 
iM-nd  his  trunk. 

13.  h  IhuI  pmtture  ge/ting  him? 
lluiK'hing,  leaning  back,  or  slumping 
results  in  muscular  strain  that  invites 
revealing  shoulder  Ixdibing.  HemimI 
alxHit  posture  constantly. 

14.  Do  his  elhoti'S  stick  <mt?  They 
drag  on  shoulder  muscles  when  they 
do.  lie’s  t(N)  close  to  machine  for  his 
arm  length;  back  him  up.  If  necess^irv. 
have  liim  wear  jacket  over  his  shoul- 
<lers— if  he  stk-ks  his  ellxiws  out,  the 
iac-kH  will  slide  off. 

C.  Watch  for  Massapinq 

1.3.  Ruhhiun  forearms?  fa)  I'm* 
much  (s>nijnuous  tsping,  give  n»ore 


fr«'<pient  rests,  (h)  Tot)  much  metro¬ 
nomic  rhythm  drill;  alternate  rhythm 
lines  with  drills  like  9,  24,  25,  (c) 
Too  heavy  a  hand  on  tlie  keys;  use 
drills  like  4-6,  14,  18,  and  check  that 
toiK'h-rsmtrol  device  is  not  set  t(M* 
high  and  riblNtn  is  not  tix*  w'orn. 

16.  Huhhina  shoulders  or  luiek? 
Then  machine  is  probably  riiuch  ten* 
higli  or  iniH-h  tin*  low.  Adjust  it. 

17.  liuhhiuti  tu'ek?  (a)  May  Ih- 
holding  chin  t(Hi  high,  (h)  May  1m- 
sitting  t<N>  far  to  left;  c<-nter  him  op- 
IHisite  J  key,  (c)  (arpy  may  In*  t<H* 
clos<*  to,  or  parallel  to,  the  machine, 
forcing  him  to  crane  neck;  have  him 
turn  t-opy  so  it  "|K»ints  to  two  o’cltK-k.” 

(d)  May  1m'  swiveling  gaze  fr«)n)  lMH*k 
to  work  in  machine;  stop  him. 

IH.  Rubhinfi  eyes?  (a)  Korg«»t  his 
glassT's.  (h)  T<m)  miK-h  or  t(H>  little 
light  in  riHun.  (r)  Is  facing  a  window  , 
no  typist  ever  should,  (d)  Light  is 
iH'ing  reflected  into  bis  eyes  fr«*m  the 
iMHik;  tilt  it  enough  to  remove  shine. 

(e)  dopy  t(H>  light,  t<H)  dark,  etc.,  for 
him  to  read  without  eyes  blurring, 
omit  it.  (/)  B«M)k  in  dark  sharlow  or 
direct  sunlight,  (g)  May  Ih-  trying  to 
glaiK-e  at  keys  fn*m  crrrm'r  of  eyr-s 
without  moving  his  head. 

If).  Ruhhinfi  Icfi?  Probably  has 
knees  crossrxl  so  that  top  one  is  prt'ss- 
ing  int«)  front  of  table.  If  he  says  his 
bH>t  is  "aslwp,"  it’s  crossed  km-r-s 
again,  cutting  circidation. 

D.  Watch  for  Key  Jamming 

20.  .\uy  typelutrs  heut?  To  check, 
hold  spat-e  bar  riown  while  you  tai> 
all  keys;  any  that  dcM's  not  'fall  liack 
(‘asily  (-an  clash  with  others  and  iK-eds 
a  repairman’s  attention. 

21.  Any  tyfrelrar  shrts  elofmed?  The 
sl<»ts  in  center  of  basket  clog  with 
lint,  dust,  or  erasure  grit,  slowing 
down  tin-  action  of  a  tyix'bar  and  in- 
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iK'lu'Vfs  tJiat  40  w()rtl*ii  a  iniiiiite  is  pretty  good,  that 
errors  are  inevitable,  tliat  pa[H*rs  must  Ik*  i(M>ked  at,  and 
that  students  don’t  do  as  well  as  they  should  it  the)  think 
that  someone  is  cheeking  them.  B«*sides,  it  t»*els  g«Hxl  to  .sit 
down  onct?  in  a  while. 

•Across  the  hall,  Helen  .Smith,  too,  is  starting  u  class  on 
a  timed  writing.  “Three  .  .  .  two  .  .  .  one  .  ,  .  go!"  her 
voicr*  rings  out. 

“I’ll  lM*t  a  nickel,”  Mary  says  to  herself,  “that  lieh*n 
has  that  cliplxiard  on  her  arm  and  has  already  finished 
checking  the  first  row  on  its  fingernails,  or  something!’’ 

observing  typing  students 


Helen  Smith  r«*pres«*nts  another  kind  ol  teacher,  the  kintl 
that  rightly  puts  emphasis  on  t»*chnii|ue,  Uvhnique,  and 
more  techniipie.  Such  emphasis  r«‘<piires  constant  obM*rva- 
tion  of  each  student;  so,  every  s«*i‘ond  h«*r  class  is  working 
is  a  secoiul  that  Helen  us«*s  to  tiouhle-check  e.ich  stiuleut  s 
manner  ol  working.  She  stands  in  the  front  of  the  riNiiii, 
ill  the  back,  along  the  side.  She  goes  up  the  aisU*s— stmlents 
soon  get  useil  to  her  passing  by.  She  uses  a  check  list  to 
tally  each  student  on  «*ach  of  many  tr'chniques.  She 
watches  fingi'rs,  wiists,  cIIhiws,  fi*et,  I’yes,  heads,  ex¬ 
pressions.  A  isdiscieiitious  teacher  watih«*s  many  things. 

1  .NOTE:  All  drill  r«f*rencei  are  to  la»t  month  i  drtlli.  I 


viting  jams.  .Sometimes  you  can  clear 
slot  with  a  pin.  Put  a  stop  to  improper 
erasing  and  insist  ni.ichines  Ik*  i-overed 
at  niMin  and  night. 

22.  Is  his  lijinnn  it'rky?  .Assign 
rhythmic  tirills  like  Nos.  I -.3  and 
p.iuse-eliniinators  like  Nos.  23- 2b.  I'se 
I h) thill  recordings.  .Also,  use  lines  of 
one-h.ind  words. 

2'j.  I)(H’s  hr  hold  .vrmie  kn/s  dou  u 
instead  of  releasing  th«*ni  ipiickly?  (a) 
.May  Im*  holding  home  |M)sition  tiMi 
rigiilly;  avoid  drills  like  Nos.  7*10  and 
assign  drills  like  Nos.  l-b,  plus  other 
i*asy,  spe<*dy  lines,  {h)  May  Ik*  faulty 
in  little-finger  action,  give  him  “jump- 
word”  ill  ills  (like  at-  and  -/i/  words) 
to  ilevelop  "springiness”  in  little  fin¬ 
gers.  (r)  May  Im*  heavy  fingered, 
giv(*  him  drills  of  woids  in  which 
a  finger  is  used  for  two  or  more  suc¬ 
cessive  strokes,  like  fiimf)  drrd  cool 
addrd  jolly. 

24.  Dih’s  hr  hit  /no  kri/s  at  onrr? 
(a)  May  Im*  leaning  w  i  ists  on  mat  hine, 
assign  up|M*r-row  word  drills  like  Nos. 
4-.'>  and  lb-2(t  to  hoist  wrists.  If  re¬ 
minding  and  admonishing  dVM*s  not 
stop  leaning,  get  drastic;  CJhalk  the 
front  of  the  machine  and  |)oint  out 
that  chalk  will  mark  wrists  if  they  sag 
against  machine.  Or,  fasten  a  .5  by  3 
card  to  wrist  w-ith  rublM*r  band;  it’s 
a  nuisance  but  a  sun*  reminder,  (h) 
May  Im*  holding  hands  tiMi  high  or 
iMiuncing  them;  assign  drills  like  Nos. 
7-13,  15-17.  (r)  Prob.ibly  isn’t  c*urv- 
ing  fing«*rs  enough,  remind  him  to 
"curve  your  ringers  as  though  grasping 
the  handl<*bars  of  a  bicycle.” 

25.  Is  hr  pushiiid  t(H)  lutrd  for 
sprrtP  SiM*ed  efforts  should  alw.ivs 
stop  a  little  short  of  "all  out.”  for  all- 
out  drives  result  in  many  wild  errors 
iMith  in  « hat  and  hntf  the  student 
tvtM*s.  Toss  intermittent  use  of  drills 
27-29.  .57-^1  into  s|M*«*<l  ilrivi*  effnits. 


26'.  Dors  auu  hiar  skul.'^  (a)  May  Ik* 
i(*turning  carriagi*  tiMi  hard;  use  drills 
like  Nos.  ‘10-37.  (b)  l)«*sk  may  hav»* 
no  restraining  f.ittor;  remove  wax 
from  table  top  or  get  nonskid  f«*t*l  for 
machines  or  glue  a  wimmI  strip  along 
right-hand  side  of  machine. 

27.  Is  stiah'iit  “off  cratrr,”  so  th.il 
hands  an*  not  in  pro|M‘r  position? 
(.’enter  his  iMidy  op|K»site  the  J  key. 

2H.  Is  hr  t(H)  riosr  to  vutchiur?  ,A 
crisp,  sharp  stroke  reipiires  hands  to 
be  close  enough  togeth(*r  that  thumbs 
could  liK-k-which  is  impossible  if  he 
sits  elos<*  to  the  ni.ichine.  Drills  like 
11-17  will  help  “b.ick  him  up.” 

E.  Watch  for  Expressions 

2.9.  Is  fate  hn  krd?  Some  determina 
tion  is  essential,  but  a  grimly  liK-ked 
j.iw  in<*ans  unconscionable  t(*nsion.  If 
many  students  show  it,  something  is 
wrong  in  teaching  p.itt(*rn.  If  one  stu¬ 
dent  shows  it:  (a)  May  feel  he  is  on 
verge  of  failing,  get  him  to  relax 
(h)  .May  Im-  ill  but  not  want  anyone 
to  know;  watch  him.  (c)  May  lack 
confid«*nc-e;  iMilster  it.  Id)  May  Im* 
racing  a  classmate,  this  may  or  may 
not  Im-  what  you  want,  (c)  Has  Im-c-ii 
provoked  or  goaded  to  the*  iMiiling 
ov«-r  iMiint,  canc-c-l  the*  exercise*. 

30.  Is  forrhrad  furnmrd?  (a)  T.isk 
may  Im*  iM*yond  him;  previ«*w  it 
thoroughly,  (h)  Sot  sure*  what  he  is 
to  do  nc*xl;  ri-stalc-  diri*ctions  and  r<-- 
vii*w  explanations.  ( r)  Is  s<-ar«*d 
vou’ve  aske-d  him  to  dn  soni(*thing 
hard4*r  than  wh.il  he  ex|M-c-tc*d;  make* 
the*  proble-ni  (*asi<-r  for  him.  (e/)  Suf- 
f**ring  e*ye-strain  or  he*aelache-,  ve-rify 
ite-nis  in  pre*e-e-ding  i'aragra|)h  IS. 

3/.  Did  hr  cry  out,  sw'e*ar,  yank  out 
iM|M*r,  nr  ve-nt  e-motions  in  othe-r  vio 
lent  w'ays?  His  disappointment  in  his 
|W*rforinane-e*  probably  me-ans  that  he* 
was  aske-d  to  do  something  for  which 


you  had  not  ade-i|uati*ly  pie*paie*d  him 
or  some-thing  on  which  you  placi*el  Icni 
high  a  value.  If  such  i-inoting  come*s 
from  just  one*  stude*nt,  re*  e*xamine 
your  iM-aring  toward  him;  if  shown  by 
mole*  than  one*  stude-nt,  re-stiidy  yiMir 
st.uidaiels  and  priM-e-diiie-s.  I'lob.ible* 
flaws;  t(M)  many  ie*|M-tilions  of  same* 
male-rial,  e-xe-rcise-s  or  timings  loo  long 
for  class  le-vi-l  of  aci-oinplishnie-nl, 
grading  individual  pie*t-e*s  of  woik  in 
sle*ad  of  samph-s  or  masse-s  of  woik, 
liM)  much  e*xhoilatiou. 

32.  Did  hr  suddrnly  i/uit?  (a)  Ma¬ 
chine*  may  h.ive*  hroke*n  down;  always 
assume  this  to  Im*  the*  ease*  and  rush 
to  the*  student’s  aid-he  won’t  epiil 
olle*n  if  III*  gets  such  solicitous  alli*n 
tion.  (h)  May  h.ive*  foiinel  he*  elid 
wrong  task,  used  wrong  copy,  se-lct-te-d 
wrong  form,  e-tc.;  admonish,  a|Milog- 
i/.e,  or  joke-  alMMit  it,  di-pe*nding  on  in- 
cliviehial.  (r)  May  have*  ipiit  whe*n 
conse-ioiis  that  he  made  the*  final  dis- 
i|uahfying  e-rror,  straighle'ii  him  out 
on  practice  values  aiiel  on  fact  that 
c|uittirig  is  not  his  option. 

33.  Was  hr  rxasprratrd?  (a)  Cot 
off  to  |MHir  stait  in  a  timed  writing, 
gi-ne*rous  pre-viewing,  irK-luding  re*acl- 
ing  of  e-opy,  ie*ehie-e*s  pcMir  starts,  (h) 
i-'ee*ls  he  e-ari’t  make-  goal  in  this  par¬ 
ticular  effort,  ste*er  him  in  se-lecting 
goals  and  Im*  sure*  you  don’t  grade 
|>riin.irily  cin  single-  e-fforts.  (r)  Was 
inislc*d  by  be-ll  of  ne*arby  ly|M-writer, 
give*  students  e-haiie-e*  to  he*ar  eae-h 
othc*r’s  mae-hiiie*  Im-IIs,  get  Im'IIs  ad 
justed  to  ehffe-rent  pile  lies,  and  |M*rmit 
more*  line-by-line*  e-opyiiig.  (d)  Was 
dislrae-te-el  by  ne-aiby  viiinels  or  riiove*- 
rne*nts;  assign  r'orie'e-ntralic)ii  rlrilU  like- 

Nos.  27-29,  57  fil. 

\rxt  rtunith  Doctor  /./or/e/  g/i  e#  this 
sntnr  kind  of  trratmrut  to  “What  to 
Watch  for  on  Tr/p/ng  ^tudcidn  Pa¬ 
pers  “ 
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snoicrriANi,) 


Aukmaiikably  intklli- 

(>KNT  Roftiuii  itliivf*  runi<*<l  hix 
own  fre(‘(loin  by  iiivriitiiiK  u  ^b<lrt• 
IuikI  aystrm  in  tlir  last  mitiiry  pr<’- 
(tHiing  the  (Jliristiuii  <‘ra.  His  iiuiik* 
was  Tiro,  and  h<*  was  Ixtrii  in  tin* 
aiK-imt  city  of  Arpiiiuin,  s«*iilh  of 
Home,  in  tlie  year  IU3 

Tiro’s  mother  was  owned  by  u 
iiobleniun  called  Marcos  Tiillins  (Cic¬ 
ero,  fatlier  of  the  (<elebrat(‘d  Koinun 
orator  of  the  same  nam<'.  In  iMi 
this  bright  young  slave  was  sent  to 
Home  to  study  with  his  master’s  two 
sons.  Marcus  and  Qnintns  were  alxint 
his  age  and  treatetl  him  like  u  friend 
rather  than  a  slave.  As  the  Ixiys  ad¬ 
vanced  in  their  studies,  this  friendship 
grew  stronger,  and,  when  the  old 
master  died  in  ffS  B.C.,  Marcus  Cicero 
liecame  Tiro’s  legal  owner.  He  made 
Tiro  his  secretary,  and  the  slave  Ix'gaii 
working  with  his  master. 


A  N  Cl'  I  IN T 
ROM  li 

FRANCOIS  PAS  Q  UAL  I N  I 

Ksacily  when  and  where  Tiro  in¬ 
vented  the  famous  "inrtes”  that  won 
him  the  title  of  the  "Father  of  Short¬ 
hand’’  is  not  ch‘ar.  Some  researchers 
even  qin*stion  the  authenticity  <if  his 
inventi«)n,  claiming  that  Tiro  merely 
stole  a  stenographic  system  alrearly 
in  us<‘  in  amient  Cre«*ce  or  Kgypt. 
Others  state  that  he  may  have  lK*en 
inspir<*d  by  a  rudimentary  abbreviat¬ 
ing  <levic«*  of  the  Cn*<*ks  or  Egyptians, 
|X‘rfecting  it  and  adapting  it  to  the 
fort  in  Lingnage.  But  most  historians 
c-onsider  the  "Tironian  N«)t<*s”  to  Ik* 
the  first  l•fficiently  organiml  system 
that  enabltHl  a  writer  to  take  dowm 
s|K)keii  words  (on  clay  tahh'ts)  as  fast 
as  they  were  l)eing  uttered. 

Tiro  seems  to  have  follower!  ('icero 
in  (‘xile  to  Thessalia,  where  the  orator 
r<‘maine<l  for  one  year.  Back  in  Hom<* 


in  57  B.C.,  the  two  men  resuinetl  their 
work  together.  It  w'as  at  this  time  the 
"notes’’  marie  their  Hrst  apiK*aranc«‘, 

According  to  srmie  sources,  Cacerrj 
himself  pickt'rl  iii)  a  sfiorthand  systt'm 
rliiring  true  rrf  his  trips  to  Cireece  anti 
taught  it  ttj  Tiro,  who  adaptr'rl  it  to 
laitin.  Wht*ther  this  is  true  or  not  has 
never  l>e«*n  establisht'tl,  but  it  was 
Tiro  wht)  wrt)te  the  sht)rthantl  treatise 
that  was  stKHi  tlistributt*tl  thronghrmt 
the  Homan  Empire  tintlt'r  the  name  of 
Tirtmian  Notes. 

.  The  system  was  taught  in  scImkiIs 
to  chiltlrt'i)  tjf  all  stK-ial  classes.  The 
Homans,  who  c‘t)nductt‘t]  their  Iiiisiness 
by  wortl  of  mrnith  at  the  forum,  were 
rpiick  to  realize  the  extraorrlinary  use¬ 
fulness  of  stenographic  re|Hjrting  tr) 
these  oral  agreements. 

Thus,  a  new  prrrfession  was  lx)rn. 
Shorthand  rr*|K)rters  of  that  ejKKh 

( CntUinufd  im  Vi ) 
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BUSINESS  EDI’CA'HON  NVOHI.I) 


V  *  V' '  ' 


Compilvd  by 

WILLIAM  C.  KNAAK 

White  Bear  I  ale  (Minnevita)  Area  Hi^h  Vho'l 


Whitf;  on  71IK  HOAHi),  "Actions  sp<‘uk  loiulcr  Hold  voi'h  nuiiir  arm  up  and  ask  yoiir  stii- 
than  words.”  (lall  for  a  voluntwr  to  Iwlp  yon  dents  to  do  tin*  same.  T«‘ll  them  that  wlien 

in  an  exiM'riment.  Walk  with  him  to  the  closed  you  say,  "Dounl"  they  are  to  lower  their  arms, 

classroom  drmr  and.  on  approaching  the  d(M>r,  Then  drop  your  arm  suddenly,  saying  nothing, 
iiuiicate  with  an  oiit-thnist  hand  that  he  is  to  Most  of  your  students  will  drop  their  arms, 
prec<‘<le  you.  .At  the  same  time  say,  “After  me.”  too,  even  ihoiigh  you  have  not  given  the  corn- 
Invariahly,  the  volunteer  w'ill  precede  you  maud  that  you  announced  would  In*  the  signal, 

through  the  d(Nir,  of{(*ring  a  pr-rfect  example  of  .After  this  demonstration  it  should  In*  easy  to 

your  ix)int.— C«r/  \Vhit(‘horst,  I.re  EtUcard.s  convijice  them  that  "acti»»ns  speak  louder  than 
///g/j  School,  Ashervillc,  North  Carolina  words.”— VtV;rr#'n  Mnjcr,  f/.  o/  Minursota 


ilKliF.AHSK  TWO  S'irDKMs,  oiic  as  a  salesman, 
the  other  as  a  customer.  Instruct  the  customer 
to  come  to  the  salescoiinter  ready  to  ask  a 
ipiestion.  Hut  the  salespi-ison  immediately  In*- 
gins  his  sales  talk  and  shows  oil  his  merchan¬ 
dise.  The  customer  tries  to  interrupt,  hut  the 

Ask  kskky  sti  dknt  to  bring  a  dollar  hill  to 
class.  Kring  a  lot  of  change  that  day  and  in¬ 
struct  each  student  to  lay  his  hill  on  his  desk. 
Co  from  .stiulent  to  student  and  "huy”  their 
dollar  hills.  “VV'ell,  Jack,  you  have  a  dirty, 
wrinkled  hill  that’s  worth  only  IS  cents.  Mary, 
)our  dollar  hill  has  an  odor  on  it,  so  it’s  worth 
even  less.  Jim,  your  dollar  is  brand  new;  h»'re 
is  SI. 2.5.” 

.After  a  few  such  examples,  the  students  will 

Di'hinc;  a  HKf.i  LAH  class  h'sson,  and  without 
prior  warning  to  the  students,  the  teacher  re¬ 
ceives  thr<e  strangers,  who  enter  the  r«K)m 
sc'parately.  They  etiter  alN)ut  ten  minutes  apart 
and  spend  a  few  minutes  talking  with  the  in¬ 
structor  alN)nt  thitigs  not  relatf*d  to  the  class. 
'Hiis  gives  those  students  who  are  alert  the 
opportunity  t«)  ohs<*rve  them. 

I’a.vs  oc'T  a  mimeographed  she«*t  to  your  stu¬ 
dents  with  the  following  14  cjiiestions.  The 
she»*t  should  help  students  to  exercise  their  own 
judgment  in  sizing  up  cnst*>mers.  Each  of  the 
fpiestions  should  In*  «hscnssed  in  class. 


sah'sman  out-talks  him.  Kinally,  the  saIesp<*rson 
tries  t»)  closi*  the  sah*;  and  so  he  gives  the 
customer  a  chance  to  ask  his  rpiestion.  'I'he 
customer  asks,  ".May  I  have  two  nickels  for 
this  dime  to  put  in  the  parking  meter?”— 
Khiim  Volk,  HltHnniunUm  (lIlitutLs)  II,  S. 

clamor  that  all  doll.irs  are  of  i*(|ual  value,  no 
matt(*r  what  condition  they  are  in,  ik*w  or  old. 
Wlien  class  anger  is  sufficiently  aroused,  it  is 
time*  to  ask  the  rhetorical  cjuestion;  "If  the* 
money  of  every  customer  is  worth  the  same, 
arc  they  not  all  entitle**!  to  the  finest  scTvicc* 
you  can  <iffc*r,  no  matter  what  their  drc*ss, 
attractivc-ness,  or  spc'aking  habit s?”—.S/ic7c/ofi 
l^’rank,  Strratm  (lllittoh)  Townahip  llinh 
Schodl 

Aft<*i  the  last  stranger  has  gone*,  the  t<*acher 
asks  the  students  to  di‘ScrilN‘  them,  llie  answ'ers 
are  often  contradictory,  llic*  next  day,  the 
thrc*e  strang(‘rs  are  hrought  hack;  and  the  stu- 
dc-nts  sec*  how  closc-ly  their  dc*scriptions  fittc-d 
c*ach  one’s  actual  appc*aranccf  and  iN*rsonaIity. 
—lA’oimrtl  M.  Tompakov,  Hanu,or  (Mirhiuan) 

I  Hah  School 

1.  Do  customers  always  huy  tin*  kind  of 
mi*rchandise  that  salc-speople  expect  them  to? 

2.  Wliat  fundamental  differ**nces  exist  In*- 
tween  male  and  female  buyers? 

•1.  Do  you  si/e  up  a  riistom**r  hy  his  acticais, 


How  to  show 
that  action  wins 
ovor  words 


How  to  omphotiso 
paying  attontion 
to  a  cuttomor 


How  to  domonttroto 
tho  rights  of 
cuitomors  to 
•quai  sorvico 


How  to  convoy 
roosont  for 
analysing 
a  customor 


How  to  guido 
studonti  in 
sizing  up 
o  cuttomor 


Al'HIE,  l<r>8 
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How  to  oncourogo 
ingonuity  (n 
tolling  mothodt 


How  to  omphotizo 
tho  woolcnott 
of  not  knowing 
morchondito 


How  to  train 
studonti  to 
protont 
morchondito 


How  to  holp  tho 
ttudont  to  think  of 
tho  product't  uto 
to  a  cuttomor 


iMftiavKfr,  and  exprck^ion  or  by  tlu*  idia[N*  of  liu 
liead,  color  of  hit  eyes,  and  color  of  bix  hair? 

4.  H<nv  <lo  yf«i  ilHcct  a  p^-rvin  who  has  a 
nervoiDi  tctn|x*rafncnt,  and  bow  do  you  bundle 
bim? 

5.  Ibiw  do  you  detect  a  hiixpiciouk  cuktornet, 
aial  laiw  do  you  ban<lle  biin? 

ft.  How  do  you  detei-t  a  conceit<*d  ciistonier, 
and  b«m'  <lo  you  bundle  biin? 

7.  Ibiw  do  you  detect  an  undecidf‘<l  cus¬ 
tomer,  and  bow  do  you  handle  birn? 

8.  Wliaf  are  soiim  «»tber  typ<*s  of  customers 
that  a  sales|N'rson  will  meet  in  a  day’s  work? 

b.  Should  you  treat  the  same  customer  at 

Assk.n  a  si.viii.am  I'IM.k  of  merebandiM*  (such 
at  neckties  or  hosiery)  to  two  students  and 
ask  each  of  them  to  prepare  an  oral  sales 
talk  for  the  class.  The  next  day  instnn.-t  tlx* 
two  students  to  stand  sirie  by  side  in  front  of 

Ask  t-.Ar  ii  s'n^n-.NT  to  list  tlx-  main  si'llinv; 
points  of  either  an  item  of  bis  cbokt*  or,  if  be 
Ixrlds  a  part-tinx*  fxisition,  an  item  that  he 
shows  to  customers  every  day.  Make  notes  as 
to  the  nmnlx'r  of  tinx-s  that  you  hear  such  usr*- 
less  words  and  phras«*s  as  "pretty,”  “nic«*,” 
■’cute,”  "wear  forever,"  etc 

I HK  MKsi  KNOWN  aixl  possibly  the  most 
abused  typ<‘  of  demonstration  in  sales  classes  is 
that  of  the  sale  itself.  'I'he  performer  tx»t  only 
has  the  problem  t>f  standing  up  in  front  of  the 
class,  which  is  often  hard  enough,  but  also  of 
havin({  to  eixhire  jests  from  the  rest  of  the 
class.  His  onl(M)kers  don’t  criticiM*  him;  they 
make  wisecracks  and  Iuui4h  at  him  during  his 
demonstration. 

'I'o  prepari*  yonr  stixh'iits  to  In-  Ixith  kink) 
demonstrators  and  a  k<mn1  audience,  take  three 
days  to  ({et  the  Kroiip  into  the  proper  iixnmI. 
Follow  this  schedule;  First  day— Ask  each 
memlN-r  of  the  class  to  select  a  piece  of  mer- 
(handisr*  and  compile  a  list  of  technical  terms 

A  (  i'sit)MKn  w  ii.i,  Niri  buv  a  piecr-  of  mer¬ 
chandise  if  he  diN-s  not  nndeistand  its  ns<-,  In-- 
cun.se  he  is  not  interested  in  facts  he  diN-s  not 
nixlerstand.  It  is  the  duty  of  the  sales|x‘rson 
to  (-onvert  these  facts  into  selliiiK  (xiints,  into 
the  laiiKnaKe  of  the  cnstomei.  It  iniKht  In- 
advisable,  therefore,  for  each  sal(‘smanship 
student  to  prepare  a  nx-rchandise  analysis 
sher-t  for  each  item  that  he  sr-lls.  'I'he  follow iiiK 
example  is  for  a  plastic-handle  screw  tlriver: 

1.  Fa<-t:  hammer-forKed.  .SelliiiK  points-  tlx- 
bit  will  not  slip  easily  from  the  screw  slot;  the 
bit  is  the  riuht  si/e  to  fit  most  .screws. 

2.  Fact:  blade  runs  ihroiiKh  leiiKth  ol 
handh-.  S«-llinK  |Niint;  tlx*  handle  is  |M-rina- 


different  times  in  exactly  the  same  wayy 

10.  Should  you  treat  two  customers  who 
sr-ein  to  have  the  same  temp<-raiix-nt  in  exactly 
the  same  w-ay':* 

11.  I>>  you  think  you  can  learn  to  jndKe 
human  nature  by  readmK  iNNrk.s’:* 

12.  Is  there  a  distinction  lH-twe«-n  a  "ciis- 
trMix-r”  and  a  "buyer’";* 

13.  VN'hat  mistakes  are  lr<-«piently  madi-  by 
sales|N-ople  si/jiiK  up  differences  in  tlx-  pur- 
chasiiiK  power  of  customers';* 

14.  Mu.st  a  salesjN-rson,  as  the  IxNiks  say, 
Ik-  somethinK  of  a  mind  readr-r';*— S.  CJ.  Iletn- 
hrtj,  Corhin  (Ktiituckij)  1 1  ink  School. 

the  cla.ss  and  to  give  their  sales  talks  at  the 
.saint-  timi-.  Kach  "salesman”  will  In-  incliix-d  to 
use  tpiite  a  bit  of  iiiKenuity  to  kt-i-p  the  class’ 
atti-ntion  on  his  mt-rchandise.— Worren  (1. 
Meyer,  Ihiit  ersity  of  Miuuesota,  Miuneapolis. 

'I'hen  read  to  the  class  tlx-  printetl  dt-scription 
of  the  saint-  typt-  of  articles  from  any  well- 
known  mail-t)rtlt-r  eatahiK.  SiiKKest  to  yonr  .stu¬ 
dents  that  an  nninformt-d  sales|M‘rson  iniKht  Im- 
profitably  reirlact-tl  by  an  informt-d  cataloK  — 
(.ieorfie  Uopkim,  iMminn  (Mirhinon)  Vuhlic 
Schools 

alNXit  it.  .Second  tlay— .Ask  t-ach  stixlent  to 
briiiK  to  class  a  sampit-  of  the  mt-rchaixlist-  he 
has  chost-n  anti  to  In-  prt-pared  to  K*ve  u  sales 
dt-monstration  that  w-ill  apiM-al  tti  the  maximum 
nnmiN-r  of  the  five  senst-s.  Third  tlay— Ask  t-ach 
stixlent  to  bring  to  class  a  st-ntt-nce  that  will 
st-ll  his  itt-m  of  merchaixlise  for  each  of  its 
following  tpialities:  cost,  care,  fashion  (if  any), 
and  use. 

Hy  this  tinx-,  the  stixlents  shoniti  In-  wt-ll 
aciinainti-tl  with  tlx-ir  nx-rchandist-  aixl  tht-rt>- 
lort-  fet-l  more  at  t-a.st-  in  “st-lling”  it  to  the 
group.  The  group  itst-lf  should  also  In-  mort- 
nntlerstaiidipg  anti  reet-ptivt-.— .\/r.s.  Dorothy 
liottuc,  ('harliitte  (\’orth  Carolhui)  Schools. 

ix-ntly  ItK-kt-fl  so  that  it  is  almost  im|M)ssiblt-  to 
tnni  or  l<K>st-n  it,  t-vt-n  nixler  st-vt-re  strain. 

3.  Fact:  entire  length  of  blatit-  is  hartleix-d 
anti  tt-mpt-rt-tl.  St-lling  point:  tlx-  bit  will  not 
chip  or  twist  on  heavy  list-. 

4.  I'act:  st-lt-c-tt-il  tiNil  stt-t-l.  St-lling  |N»inl. 
tlx-  bl.xit-  is  remaikably  tough  aixl  will  with- 
staixi  all  kiixls  of  rough  list-. 

.5.  l-'act:  bandit-  is  sIxN-k-priH)!.  St-lling 
point:  it  will  withstand  up  to  .'i.tMM)  volts  of 
elec-trit-itv. 

ft.  Fact:  plastic,  snng-fit  haixlle.  Selling 
INiint;  a  long-wearing  aixl  comfortabit-  hatitllt- 
lits  right  into  yonr  haixl. —it>/m  U'.  Ernest, 
r.H.K..\.  Forum,  April,  I95(t. 


Watch  For  More  Salesmanshipman  Devices  In  Future  Issues 
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DIRECTORY 


FOli  'IHOSK  ()K  ^OL’  \sli<)  plan  to  ^o  to  .siitniix'r  s(li«x»l  tliis  yoar 
hot  liavni't  yot  wliicli  sciiool  ycMi’Il  attoiul,  wc  again  pro- 

sont  oni  statc-by-statf  ronndnp  ol  .siunincr-scliool  iniorination. 

Sinc«*  tins  directory  is  intt-ndod  primarily  lor  toacliors,  it  c-oncfiitratos 
on  courses  given  lor  graduate  credit,  altliongli  some  nndergradnate 
st'liools  are  listed.  ( >1  the  schools  r<*pr»‘sented,  I()2  oiler  master’s 
degrees  in  hnsiness  edneation,  with  .‘J.'i  ol  these  olh*ring  dcu  tor’s  (h*grees 
as  well.  Ol  the  dl  undergraduate  scIkmiIs  listed,  (i  will  have  graduate 
hnsiness-ediiiation  courses  this  smniiK'r. 

(.'oiirses  in  methods  (improvement  ol  instinition )  irmain  the  tore 
ol  summer-school  programs;  one  methods  course  in  particular -.Metlxxls 
in  (h-neral  Ihisiness  Siihjects-has  iM'come  so  prevalent  in  the  last  yiMr 
or  two  that  it  now  warrants  a  listing  ol  its  own.  Non-methods  courses, 
however,  c-ontiniie  to  gain  strength.  We’re  listing  sonx*  ol  them  separ¬ 
ately;  others,  inchxiing  all  .stihjcct-innltrr  courses  ollered  lor  graduate 
credit,  are  indi<-ate<l  simply  as 

Interested?  Write  for  Details 

Sp<*cial  conler<‘nci's  ar<’  listetl  as  “C>”  aixl  workshops  as  “W'.”  Work¬ 
shop  courses,  howcviT,  are  list»-d  separately  and  identilied  as  courses. 

This  directory  does  not  pretend  to  lx*  definitive;  it  shoidd  lx-  regarded 
only  as  a  geix-ral  guide.  W'e  could  not  do  complet«‘  justice  to  <‘very 
sclxxil’s  olh'rings  without  d<‘Voting  inordinate  space  to  the  listings,  as 
W(‘ll  as  engaging  in  e.vhaiistive  research  in  order  to  cl.irify  amhiguous 
course  titles.  If  a  particular  listing  interests  you,  hy  all  means  write*  to  tlx* 
sclxxil  lor  further  information. 

d'lx*  summari(‘s  that  lx*gin  at  the  Ixettom  of  the  ix‘xt  cethimn  give  (I) 
tlx*  name*  and  addr(*ss  ol  (*a(  h  sclxx)l;  (2)  inclusive  dates  of  tlx*  terms 
( short  s(*ssions  geix*rally  nx*an  s|X‘cial  workshops  or  ( linics  ratlx*r  than 
complete  course*s);  (3)  nanx*s  of  p<-rsonix*l  to  cont.ict  ol  two  names 
are  listed,  the  first  is  in  charge*  eif  matriculation  aixl  tlx*  se-ceitxl  he*aels 
tlx*  l>usine*ss-e*elucatie)n  preigram;  il  e)nly  etne*  is  give*n,  jt  is  tlx*  latte-r); 
aixl  (1)  the  ke*y  le  tte*rs  shown  at  the*  top  eif  the*  ne*xt  ttilumn,  which  in- 
elieate*  the*  eille-ritigs  available*. 

Seixxils  liste*d  in  lx)lel-lace  ty|X*  give*  adelitiemal  inleirmatiem  alxxit 
the*ir  preigrams  in  adve*rtise*me*nts,  e*ithe*r  in  the  dire*cte)ry  or  in  last  nxmth’s 
issue*.  .Ml  sehexils  we*lce»me*  re*ejue*sts  leir  c*'atale)gue‘s  and  informatiem. 


Key  to  Course  Offerings 

M  Maaci  i  degree  piugram 

>.)  Du  toe's  fje'gtee.*  program 

'  Cofife»rence  to  t>e  tx*i<l 

VV  W<jtl  'Jiop  lu  BnSitiess  Edo-'atiOi, 

'  I  V|X.*wrifing,  McltifxJs  in 

HurV  ^»•<•plrlg,  MetiKjds  tn 
bRiil  Sirb|e<  Is,  MetiKxis  hi 
■t  jtiortliatHi,  Mertlirxis  in 

tta  .i'  "^H'r»*ral)  HnMit«**,s.  MettHxIs  in 
{  Of*.  I  (S*-  rflariaO  Pra^  li*  i*.  MeltKxjs  in 
All  Sobjf'  f MeilHjits  in 
*  OOkc*  Mil  turn",,  Mrttiods  in 

>  Di'.iribiilive  trlix  jtmn,  Mettiexls  in 

C'/ri-.umer  t  dm  atiofi,  Mcltnxl*.  in 
'!  '’xiM-ral  Bir.inr.",*,  t*.,  Mettvxls  in 

’  Curri' irinm  m  Hijsine*,s  fcrincation 

Admin,', 'ration  eend/of  Soex*rvi',iixi 
I  •!  C/iiidarv  e  in  Hn'.irio*,*.  trlii>ati<xi 

I  j  '  (S-r  ralive  Wort  I  •fM'fti  ive  Cajr-i- 
111  ('nil'  11,1.'.  a>xi/oi  Protneni*.  of  ttos  tij 
Tests  arwl  Mia'.,jrcrne*nt*, 
rtif",is.  Research,  Seminar,  etc 
\  And  ottxsr  gra<J,iate  emr-as 

0  l)n')<'i^;fadiidr>'  iinr'.e*.  uily 


ALASAMA 

U.M\i.i«sm  OK  Ai.axama,  l/iiive*i»ity. 
Two  te*mis,  June*  D-July  IH,  July  21- 
August  22.  K.  Williuins,  l)ire*(tor. 
Dr.  W'llsern  Ashby.  M,  2,  t,  f- 

ARIZONA 

■Xxi/.ejNA  .Si AIK  (ax.i.Ke.K  at  I‘'i.ai.- 
siAi-K.  l•our  le*iiiis;  May  27-Juix?  (i, 
Jiiiii*  ti  July  II,  July  I  1-Aiigiist  15, 
.August  Jft  27,  Will  It.  Ile'iixle*y,  re*gis- 
ti.ir.  Dr.  Tom  O,  h<-llwixxi.  .M,  7,  j 

.•\iu/.o.NA  Si  A  IK  Toi.i.Ke.K,  Tem|x*. 
■|  wo  inriiis.  jiiiie*  D-july  12,  July  1*1- 
.Aiigiisl  1(1.  Dr.  Itoy  (’.  Hiee*;  Diek 
Mount.  M,  1.  2.  15,  IS,  -f 
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Umvkiuity  ok  Ahi/ona,  Tiuinni,  Two 
terinn;  Juiir  9-July  12;  July  H-August 
J«.  II.  j,  Iaiig«n.  M,  J,  4.  .5,  «,  15, 
1«.  -I- 


Al4KA'«»Ah  S'lA'IK  TkAMtKKh  (JiiU.M.K, 
Ooliwuy.  Two  ti'ririt;  jirnr  2-Jiily  .5; 
July  7-AuguKt  9.  1)t,  David  F,  Dclor- 
im*.  M.  IH,  4- 

CAlirOMNIA 

ClUiA}  Statk  (anj.w;K,  (diico.  June 
16-J'^ly  25.  Dr.  Alln-rt  (J.  Frirs.  M.  W, 

3,  18.  4- 

Fhkhno  Sta'IK  Oii.LM.K,  Fresuo.  Two 
li'rms:  Join;  16- July  2.5;  July  28-Aug- 
u«t  29.  D<'au  Falw.  M.  Six'ucer;  Dr. 
MfKrr  Fi»k.  .VI.  15,  18 

(#KOH(.fe.  FkI'FI-.MUI.M:  ( X^.I^KOi-:,  lAm 
AuK«‘leit.  I'wo  Irrmii:  Jutii:  16  July  25; 
July  28'Augu»t  22.  J.  D.  Fmii.  .M,  2, 
.5,  16 

liuMHoi.in  Static  Coi.lm.k,  Areata. 
Two  terms:  JuiMi  I6-July  25;  July  28- 
August  23.  Dr.  Ivan  Milhous;  Wil¬ 
liam  Jackson.  U 

I/O*  ANGKi.i-ai  Statk  t>ii.i.Fx;K,  Dis 
Angeles.  June  23-AugUHt  1.  Dr.  John 
A.  Morton;  Dr,  Jessie  (>,  (histafsoii. 

M.  4- 

Sacmami-.N'IO  Si  A  l  t:  (an.i.icr.K.,  Sacra¬ 
mento.  'I'wo  terms:  June  23-AuKust  1; 
August  4-29.  Dean  II.  J.  Mc<a>rmick; 
John  K.  Cox.  M,  W,  3,  15,  4- 

San  Dik(x>  S  i  A  ik.  ('ui.LKOk:,  San 
Diego.  June  30- August  8. 

Archer.  .M,  W,  18,  j 

San  Johic  Siatk  (^oi.i.hGic,  San  Jos«. 
Two  terms:  June  23-August  1;  August 
4-29.  Dr.  Milhurn  1),  Wright.  ,M,  1, 

4,  11,  1.5,  16,  18,  4- 

San  Fi<an(;is(X)  ST.viic  Coixicc.k,  San 
FraiK-isc<).  'I'liiee  terms:  June  16-20; 
June  23-August  I;  August  4-22.  Dr. 
Joseph  DeHriiin.  .M,  t^,  W,  2,  3,  18,  4* 

Stankohi)  Univkhsity,  Stanford.  June 
23-August  15.  Dr.  Fred  S.  Ctaik.  M, 
1).  W,  1,5,  15,  4- 

Umvkhsity  ok  (^ai.ikokma,  liOh  An- 
(.KI.KJI.  June  23-August  1  (six  weeks); 
June  23-August  15  (eight  weeks).  Dr. 

5,  J.  Wanous.  M,  1),  W,  1,  4.  6.  11. 
16.  18,  4- 

univp:rsh  Y  of  sou hikkn  Cal¬ 
ifornia,  lais  Angeles.  Two  tennsi 
Jiuw  23-August  1;  August  4-29.  Dr. 
II  L  .Sheffield:  Dr.  William  C.  Ilim- 
street.  M,  1),  W,  5,  6,  13,  15,  18,  4- 


COLORADO 

AuAXfs  Statk  (XILI.ECK,,  Alamosa. 
'fwo  terms:  June  9-July  11;  July  14- 
Augiut  15.  Dr.  K.  K.  McKinney;  Dr. 
R.  E.  Wick,  .M,  16,  18,  4- 

(  ‘A»AiRAVO  State  (xielege,  Creehry. 
Two  terms:  June  9-19;  June  21-August 
1.5.  Dr.  l>onald  G.  D<*cker;  Dr.  Ken¬ 
neth  J.  Hansen.  M,  D,  W,  1,  2,  4,  .5, 

6.  9.  12.  1.3,  1.5,  16,  18,  4- 

Univeksity  ok  Denver,  IX-nver.  June 
16- August  1.5,  l>‘an  Arden  B,  Olsen; 
Dr.  John  F).  Binnion.  M,  D,  W,  1,  2, 
8,  13,  15,  16,  4- 

Western  State  Cx>llege,  Gunnison. 
June  9-August  1.  Ed  Sullivan,  reg¬ 
istrar;  H.  F),  Binford.  M,  W,  1,  11,  4* 

Univer.sity  ok  (xjloraix),  Boulder. 
'I'wo  terms,  beginning  June  16  and 
July  21.  Dean  latwreiM-e  D.  Oxjlidge; 
Helen  B.  Borland.  .M,  D,  W,  2,  3,  5, 
6,  9,  13,  16,  18,  f 

CONNICTICUT 

U.MVERsriY  OK  CxiNNEcncuT,  Storrs. 
June  .30-August  8.  Dean  H.  Malshary. 
M.  D.  G,  2,  .5,  16 

DISTRICT  OP  COLUMRIA 

THE  CAIHOI.IC  CMVERSITY  OF 
AMFIRICA.  June  .'lO-Aiigust  8.  Miss 
(.'atherine  Rich,  registrar;  Sister  M. 
Alexius.  .M,  W,  1,  2,  12,  16,  17,  18,  4 

PLORIDA 

l'i.ORU>A  Southern  College,  l..ake- 
land.  June  16- August  8.  William 
Mundy;  Edward  CJ.  Knipiiers  and 
.Miss  Family  Hancock.  U 

Fu)riua  Si  ATE  Universi  ty,  Talbhas- 
see.  June  16-August  8.  1>.  Paul  Rey¬ 
nolds;  Dr.  J.  F'rank  Dame.  M,  W,  13, 
16.  18,  4- 

University  ok  F'lorida,  Gainesville. 
June  17-August  8.  Dr.  John  H.  Moor¬ 
man.  M,  D,  2,  8,  11,  16,  -f 

IDAHO 

University  ok  Idaho,  Moscow.  June 
16-August  8.  Dr,  J.  F\  Weltzin;  Dr, 
Roliert  M.  Kessel.  M.  1,  2.  3,  5.  9 
(iiorkshifp  ctmrat’),  16,  18,  4' 

lUINOII 

FIasteiln  Illinois  University,  (.’har- 
leston.  June  16-August  8  (eight 
weeks);  June  9-August  29  (twelve 
weeks).  Dr.  James  M.  'Tliompson.  .M, 
1.  2.  4,  18,  4- 


Illinois  State  Norvial  Umsersity, 
Normal.  'I’wo  terms;  June  16-August 
8;  {lost  session  Ix'gins  .Vugust  1 1.  Dean 
Arthur  LarstTi;  l>r.  Lewis  R.  'foil.  M, 

3,  4" 

Northern  Illi.nois  University,  De 
Kalb.  June  2.3-.Vugust  1.5.  Dr.  Cdinton 
M.  File.  .M.  C:,  W,  1,  5,  8,  9,  10.  13. 
18,  -f- 

NOR'rilWESTKRN  UNIVERSITY, 
FIvanstun.  Two  terms:  June  24-August 
2;  August  4-2.3.  Dr.  William  Bradford; 
Dr.  Russell  N.  C.'ansler.  M,  D,  C,  6,  8, 
10,11,1.5,4- 

U.NTVER.SIT-Y  OF  ILLINOIS,  Urbaiia. 
June  16-Augu.st  9.  Dean  Roliert 
Browne;  Dr.  Arnold  Condon.  M,  D,  (i, 
1,  2.  4,  5  (tcrnksliof)  rmifse),  12,  15, 
+ 

Western  Illinols  Umver-sity,  Ma¬ 
comb.  Two  terms;  June  9-July  18, 
July  18-.Vugust  22.  Wesley  Stevens; 
Dr.  Clyde  Beighey.  M,  2,  3,  16,  -j 

INDIANA 

Ball  State  TEAtcuEHS  Coli.ec.e, 
•Muncie.  Two  terms:  June  16-July  18; 
July  2I-August  22.  Dr.  Ix*o  llaiipt- 
man,  registrar;  Dr.  RolnTt  P.  Bc-ll.  M, 
C,  2.  .3,  .5,  6,  12.  16,  4 

Indiana  State  Teaghehs  C:oli.e<,e, 
'Ferre  Haute.  Two  terms:  Jum*  16- 
July  18;  July  21-August  22.  James 
Ringer,  registrar;  Dr.  Paul  F'.  Muse. 
M,  W.  4.  14.  16,  18.  } 

Indiana  U.ntversity,  Bloomington. 
Three  terms:  May  27-June  11;  June 
11 -August  8;  August  8-23.  Dr.  Cdiris- 
tian  W'.  Jung;  Dr.  F4vin  S.  F^yster, 
M.  D.  C:.  1.  .3,  11,  12.  16.  18.  -f- 


Key  to  Course  Offerings 


M  Maxtor’s  program 

D  . Doctor’s  degree  program 

C  Confererve  to  be  held 

W  Wort  shop  in  Business  Foucatiori 

1  Typewriting.  Methods  in 

2  Booi keeping.  Methods  in 

3  Skill  Sutije'^ts,  Methrxls  m 

4  ShortharvJ,  Methods  in 

5  Basic  (General  Business,  Methods  in 

6  Office  (Serrefarijl)  Practice,  Metfiods  in 

7  .  All  S'ibjects,  Methods  n 

8  Office  Machines,  Methcxls  in 

9  Distributive  Educaticxi,  Methods  in 

10  .  Consumer  Education,  Methods  in 

1 1  (.eneral  Business  Sibjects,  Methods  m 

12  Curriculum  in  Business  Education 

1  i  AdministratKXi  ard/or  Sjpervisioo 

14  Cuidar>ce  in  Business  Education 

15  Cooperative  Work-Experience  Course 

16  Principles  and/or  Problems  of  Bus  Ed 

1  /  Tests  and  Measurements 

18  .  ...  Thesis,  Research,  Semirrar,  etc 

•+■  .  And  other  graduate  courses 

U  .  UrvJergraduate  courses  only 
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BOSTON  UNIVERSITY 

1958  SUMMER  TERM 
Fint  Stuion— Jmm  2  to  July  12 
Socoiid  Souioo — July  14  to  August  73 

First  Session 

ScKool-lutineu-Community  Co-opcrotion 
(June  2-23) 

Contumtr  BHtmett  Education 
(June  23-July  11) 

Second  Session 


Gregg  Division  .  Northwestern  University 

MiTHODS  comnims  hr  BUSINISS  TIACHIRS 

Week  oF  July  28  •  Week  of  Au9usf  4  •  Week  of  August  1 1 

Three  one  week  conference*  featuring  illuitrated  leMoni.  group  ditcutiioni  and  demon* 
itratMn*  of  current  audw-vifual  aid*  .  .  .  actively  led  by  eipert*  in  the  field 

SHORTHAND  AND  TRANSCRIPTION— with  Louis  A.  Leslie, 
Charles  E.  Zoubek,  and  Madeline  S.  Strony 
TYPEWRITING— with  Alan  C.  Lloyd  and  John  L.  Rowe 
BOOKKEEPING — with  )  Marshall  Hanna  and  Gilbert  H.  Kahn 

OFFICE  PRACTICE— with  Madeline  S.  Strony.  Alan  C.  Lloyd,  and 
John  L.  Rowe 

Combine  o  vocotion  in  Chicoeo  with  a  profitoble  week  at  the  Greus  Oivition  of  North* 
weatern  Univariity.  For  full  detail*,  including  ca*t,  hou*ing  facilitie*  and  entertainment 
program,  write  today  to: 

Director  oF  Gregg  Conferences 

GREGG  DIVISION.  NORTHWESTERN  UNIVERSITY 

Wieboldt  Hall,  339  East  Chicago  Ave.,  Chicago  11,  III. 


Improvement  of  ln*truction  in:  Shorthand, 
Typewriting,  Social- Bu*ine*s  Subieett, 

OffKe  Machines,  Bookkeeping. 
Curriculum  Con*truction  in  Bu*inc** 
Education 

Meo*urement  in  Bu*ine**  Education 
Seminor  in 
Bu*ine**  Education 

Foculty 

Letter  I.  Sluder,  Donald  G.  Stather,  Mory  E.  j 
Connelly,  Foul  F.  Mu*e.  { 

For  turlher  informatton  and  bullatin,  I 
addrau: 

Robert  W.  Sherburne.  Director 
685  CammoRwraaltli  Avenue 
Bo*ton  IS,  Massachusetts 


IOWA 

DkakI'.  I'MvtMsrrv,  Moines.  ’I  wo 
terms.  I)i.  Newell  (iutes,  registrar;  Dr, 
Frances  K,  Merrill.  .M,  VV',  7 

Iowa  State  Teactiehs  College, 
Odar  Falls.  Two  terms:  June  16- 
.Aiigiist  8;  August  1 1-22.  Dr.  Lloyd 
\'.  Douglas.  .M,  C,  1,  3,  4,  5,  6,  9,  10, 
16,  18,  -H 

l.LTHEH  College,  Decorah.  Iwo 
tiTins:  June  I9-july  12;  July  14- 
•Aiigust  16.  O.  W.  Qualley;  Lila  Braa- 
ten.  U 

.Mok.m.ngsute  Coli.ec.e,  Sioux  City, 
June  9-August  1.  l>‘an  Thomas  K, 
Tweito.  U 

SlATE  U.MVERSITY  OF  loWA,  lowa 
(’ity,  June  18- August  13.  Dean  Klmer 
r,  Feterwm;  Dr.  William  J.  Masson. 
M,  D,  1,  2,  7,  10,  -f 

KANSAS 

Four  Hays  Kansas  Si  ate  C’ollege, 
Hays.  June  3-July  31.  Standler  V. 
Dalton,  registrar;  Dr.  I^eonard  W. 
'I'liompson.  U 

Kansas  State  (College,  Manhattan. 
June  9*August  8.  Dr,  .S.  T.  Keirn; 
(Jharles  Happ.  M,  } 


Kansas  State  Tea<  iiehs  Coli.e(,e  at 
K.mi'ohia.  Three  terms:  April  28-.May 
31;  June  2-July  12,  July  14-Augusl  23. 
Dr.  E.  C.  .Mc<;ill.  M,  W,  I,  2,  3,  5.  9, 
12.  13,  18.  I 

Kansa.s  State  Teagiiehs  (Iollege, 
Pittsburg.  Two  terms:  June  2* August 
1;  August  2-22.  Dr.  C.  H.  Baird,  reg¬ 
istrar;  Dr.  Half  J.  Thomas.  .M,  C,  16, 
18,  f 

KINTUCKY 

MoiiEiiEAU  State  (College,  More- 
head.  June  16-August  8.  Linas  A.  Fair, 
registrar;  Boss  C.  Anderson.  2,  3,  5, 

4- 

.Ml'hhay  State  College,  Miiriay. 
June  16-August  8.  Dr.  'Thomas  B. 
Ilogancamp.  U 

Union  Colle(.e,  Barltoiirville.  June 
2-August  1,  Dean  John  11.  Boyd;  Miss 
Kena  Milliken.  U 

Untvkhsity  ok  KEN'rurrEY,  lyrxington. 


NOTF!:  ScImioU  submitting 

in- 

fiprmatukn  tcxi  Utr  for  ificlu»ion  in 

this  issue  will  l>e  listed  in 

ne*f 

month**  Frofe*si<»nal  Report . 

June  9-Angust  2.  Dr,  N’enion  A.  Mus* 
sehnan.  M,  D,  C,  2,  \  11,  16,  18 

MAINI 

Ai.tu.'hn  .Maine  St.iiooi.  ok  Com- 
MEKCE,  Auhmn.  June  23*August  I. 
.Agnes  (.’.  Seavey,  principal.  U 

Umvehsity  ok  Maine,  Orono.  July 
7-August  IS.  Frank  W.  Myers;  Dean 
Mark  K.  Shihl<  s  .M,  3,  11,  13 

MARYLAND 

Umvehmty  ok  .MaHYLANI),  College 
P.trk.  June  23- August  1.  Dean  Vernon 
K.  Anderson;  Dr.  Arthur  S.  Patrick. 
M,  D.  W,  3,  12,  13.  14,  15.  -J- 

MASBACHUMTYB 

BOSTON  UMVEHSITY,  Boston. 
'Two  termsi  June  2-Jiily  12;  July  14- 
August  2.').  Holiert  W.  Shrrhunir; 
la'ster  I.  Sluder.  M,  D,  C.',  I,  2,  4,  6, 
10.  II,  12,  17,  18,  -f 

MICHIOAN 

Kastk.hn  .Mk  iiigan  Coi.i.E(.k,,  Ypsi* 
l.inti,  June  2*3  August  1,  Fred  .Mc- 
Danials;  Dr,  Julius  M.  Hohinson.  M, 
12,  16 

•Mimiigan  State  Feumis  Insttiimk, 
Big  Bapids.  'Two  terms:  June  16-July 
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JH,  July  21-Au|{iiiil  22.  Dr.  Strirhi-ii 

J,  I  iirilU*.  U 

VIlClilCA.N  .S'lATK  U.\iVtKkl  l  Y,  KaSt 
iMtiiiifi.  Jijim;  24-Auf(u«t  1  (»ix 
Jijiit*  24-AiJi{ijkt  22  (eiKlit 
w<*<*kk),  (.lair  L.  Taylor;  Dr,  I.yli' 
.Maxwell.  .M,  C,  W,  J,  3,  «,  J«,  18, 

.Nohihkhn  Mti.ntc.AS  (An.Lt.c,E,  .Mar- 
•  jllHfl*.  juili:  23-AllKUkt  J.  I>I,  II. 
S|H>iila'r){;  VV,  D.  Nelwii.  -f" 

U.kiivKiikiTY  OK  .Mi<  iiK.A.N',  Aiiii  Arixir, 
June  23-AuKiikt  1  (kix  wet^kk);  jiiiie 
23-Ati((Ukl  1.3  (eiKlit  weekk).  Dr.  j.  .M, 
'Irylf.n,  .M,  D,  C,  4,  5,  «,  12,  14,  -j- 
(3,  W,  atul  12  are  two-wcu-k  work- 

HfuCJMl ) 

WkjiIkun  .Mi(:iiu.a.n  Umvkkmty,  Kal- 
aiiia//xi.  JuiK*  23-AuKUkt  1.  I>r.  John 
J.  Priiik;  Dr,  Arnold  Srhneider.  .M,  2, 

«,  I  I,  IH,  -J- 

MINNISOTA 

.Si.  (Ji.oni>  Si  A  IK  (Joi.i.ki.k,  St.  (Jloud. 
'I'wo  trrink:  June  9-July  18;  July  10- 
AuKUkt  22.  Dean  11,  A.  (.'luKston;  Dr. 
C,  K.  DaKKHt.  .M,  3,  HI,  -j^- 

Manka'Io  S'Iatk  ( !oi.i.M.fc,  .Mankato. 
Two  teriiik:  Jiim*  9-July  15;  July  16- 
AuK<ikt  22.  Dr,  (i.  M.  WiMkink  or  W. 
Allwrt  (!ox,  Di,  Duane  Mt<;raeken. 
M,  1,  3,  0,  18,  -f 

Umvk.iuutv  ok  MiN.NKwrrA,  Dri.iMii 
Hi«an(  II.  'I'wo  ternik;  June  16-July  19; 
July  21-AuKUkt  23.  Dr.  V.  H.  I'luinh; 
Dr.  John  A,  D<‘ttinann.  M,  3,  12,  17, 

4* 

Umvi  ksitY  ok  Minnksoia,  .Minnea|)- 
i»li!i.  'I'wo  teriiiK;  June  l7-jnly  26;  July 
22-AuKiiNt  24.  Dr.  Hay  (i.  Price.  M, 
1),  1,  4,  8,  II,  12.  16,  17,  18,  -f- 

MlftSUtlP^I 

Univkhmiv  ok  MiHsiMtii'i'i,  Univer¬ 
sity.  Two  tenns:  June  5-JuIy  11;  July 
I  1-AuKust  1.5.  Dr.  A.  J.  Diwrence.  M, 
1).  I.  4.  8.  11.  12.  16,  17,  18,  -f 

MltSOURI 

('kmkai.  .Mismimu  Si  a  IK  ('oi.i.m.k, 
Warrenkl)urt(.  June  3  July  26.  Dr. 
I.iicas  Sterne.  M,  11,  1.5,  16,  18,  -f- 

NoidiiKAvr  Mivsot'iu  State  Tkac;ii- 
KHk  Coi.i.M.K,  Kirkkvilh*.  June  9-Anu- 
usl  14.  Dr.  (duirlek  K.  Kaii/.larieh.  M, 
I.  2,  4,  5,  18 

.\oHIIIWK.M  MUihOt'HI  STATE  (’oi.- 
i.k<;k.,  Maryville.  June  3-Auttukt  2. 
HoIxTt  P.  Foster,  registrar;  Dr.  St«*rl- 
iiiK  Surrey.  M,  16,  18, 

Soi’TMWKsT  MiwiorMi  SiAi>;  (’oi.¬ 


i.m.k,  Springlield.  'I'wo  teriiis:  June 
3- August  5;  Au}{uxt  6- .30.  Guy  11. 
ThoiripMiii,  registrar;  Dr.  James  Snapp. 
U 

U.MVKHATTY  OK  MlSSOUHl,  (.iolunibiu. 
June  9-Augu.st  1,  Dean  L.  G,  T<»wn- 
sT'iid;  .Vfikk  .Merea  Williams.  .M,  D,  12, 
14.  16,  17,  -f 

MONTANA 

MONTANA  STAIK  t.NIVKRSITY, 
Missoula.  June  16-July  18.  Mrs.  Bren¬ 
da  Wilson.  M,  1,  2,  3,  4,  6  (all  tttnk- 
hhop  ctmrHi'H),  } 

NItRASKA 

CnKif.imiN  Univkksity,  Omalu.  June 
12- August  2.  Dean  William  F.  Kelley. 
7,  18,  -j- 

U.MVKMsiTY  OK  Nkhhasea,  l.iiicoln. 
Three  terms:  June  9-July  18  (six 
weeks);  June  9-August  1  (eight 
weeks);  August  4-22.  Dr.  F.  Wayne 
llouM'.  M,  D,  12,  16,  18 

NfW  JiRUY 

,Nkw  Jkksky  State  Tkaciikm.s  Gok- 

1. KOK  AT  Mo.NTCI.AIM,  UpiMT  Moilt- 
clair.  June  30-August  8.  Dr.  .M.  Her- 
IxTt  Freeman;  Horace  J.  She[)pard.  .M, 

2.  1.5,  16,  17,  18,  -f 

NfW  MIXICO 

.S’kw  .Mkxi<.o  IIk.iikamts  U.mvkicmty, 
Dis  V'egas.  'I'wo  terms:  June  16-JuIy 
18;  July  21 -August  22.  Dean  (Quincy 
(hiy  Burris;  Dr.  Holwrt  T.  'I'lissing. 
M.  3,  -+ 

NIW  YORK 

(lol.i.M.K  OK  Sr.  Hose,  Albany.  June 
2.5-.\ugust  6.  Sister  (inn'vieve  Driiis*-. 
14,  16,  18,  1 

Hunteh  ('oi.i.koe.  New  Y«jrk.  July  7- 
Augiist  15.  Dr.  James  H.  Mcndian.  M, 
16 

.New  Yohx  Umvkhshy,  New  York. 
Imhu  terms;  June  3-1.3;  June  16-27; 
July  1-18;  July  21-.'\ugust  8.  Dr.  Halph 
H.  \'on  (hierard;  Dr.  Peter  L.  Agni’w. 
M,  D,  C,  1,  2,  4,  5,  6.  7,  9,  11,  13, 
16,  18,  -J*  (^1  4,  atui  fi  arc  tvitfkshop 
t'OUTHes) 

Si  AIK  U.MNKMSITY  'I'kACIIKHS  (iOK- 
i.M.K,  Albany.  June  30-.\ugust  9.  Dr. 
Kdgar  W.  Flinton;  l>r.  .Milton  G.  Ol¬ 
son.  M,  W,  7,  9,  15.  16,  17.  18,  I 

SvHAc:i<sK  Umskicsits,  Syracusr*.  Juin- 
.‘Hi- .August  8.  Dr.  (!arroll  A.  Nolan.  .M, 
D,  1.  11.  14,  18  (/.  //,  and  1 4  an 
tiorkshttp  itniria‘$) 


Teacher*'  Otli.rce,  (xjixmhia  Uni- 
\KHMTY,  New  York.  Three  terms: 
June  2-27;  July  7- August  1.5;  August 
18-22.  Dr.  Hamden  L.  Forkner.  .M,  D, 
C,  1.  2,  3,  5,  6,  7,  15,  18,  -f 

Univebsity  of  BfKFALO,  Buffalo. 
Two  terms:  June  .30-Augu.st  9;  August 
1  l-SepternlxT  13.  Helen  J.  DiPota; 
Dr.  Arthur  L.  Kaiser.  .M,  3,  -|- 

NORTH  CAROLINA 

Fast  (.'ahoi.ina  ('oi.kege,  Greenville. 
Two'  terms:  June  2-July  8;  July  9- 
.Aiigust  1.5.  Dr.  Ij‘<)  W.  Jenkins;  Dr. 
p].  H.  Bnrwning.  .M,  5,  6  (both  work- 
shop  ctmnn'H) 

I.KNoiH  Hiiyne  (knxEGE,  Hickory. 
'I'wo  terms:  June  9-July  16;  July  17- 
Aiigust  22.  G.  H.  Patterson;  G.  W. 
.Mc-Oeary.  U 

Nohtti  (^ahoi.ina  Goi-km.k  at  Di.'M- 
IIA.M.  June  9-July  12  (six  weeks); 
June9'August  2  (eight  weeks),  Joseph 

H.  Taylor,  L.  J.  H..rrison.  M,  7,  11, 

I. -5. -f 

I'liK  Woman’s  (Joi.i.ki.k,  Umskbsitv 
OK  N'ohiti  (.'ahoi.ina,  (irri'iislxmi. 
Two  terms:  June  9-26;  June  9-July  16. 
Dr.  Donald  Bussell;  Dr.  Vance  T.  I.it- 
tlejohn.  M,  4,  8,  16,  -f- 

NORTH  DAKOTA 

L’NIVKHSITY  OF  NOKTII  DAKO¬ 
TA,  (>ranfl  Forks.  June  16-AuKust  9. 
Dr.  (Christopher  J.  Ilarnre;  Dr.  John  I.. 
Howe.  M,  I),  G,  I,  2,  :i,  4,  II,  13, 
16,  18,  -f 

OHIO 

Bowi.ino  Ghkkn  State  IJ.mvehsity, 

Bowling  (Creen.  Tw«)  terms;  June  16- 


Key  to  Course  Offerings 

M  Md'.lfcf  s  degree  pr(;gratn 

1)  .  Dortof'i  degree  program 

C  .  Confererce  to  be  held 

W  . .  Woflfstirjp  in  Buvw.s  Education 

1  Ty;A;writing.  Metiiods  in 

2  .  .  .  Brioit  keeping,  Metlxxls  in 

1  Skill  Subjects,  Methods  in 

4  Shorthand,  Methods  in 

5  Ba'  ir  ''■  jerreraD  Business,  Methods  in 

6  Otfice  (Se>  retanal)  Practi  e,  Methods  in 

7  . .  All  Subjefiti,  Mefhrxls  in 

8  Office  Mat  runes,  Methods  in 

9  Dictribotive  Eduration,  Methods  in 

10  Ccin“.umer  Education,  Methods  m 

1 1  Crf^ral  Business  Subjects,  Methods  in 

12  Curriculum  irr  Business  Education 

1 1  Administration  and/or  Supervision 

l-t  Guidance  in  Business  Edjcation 

15  Co  operative  Work -Experience  Course 

16  Prirv  iples  and/or  Problems  of  Bus  Ed 

1  /  Tests  arvJ  Measurements 

18  Thesis,  Research,  Seminar,  etc 

-p  And  otiier  graduate  courses 

U  Undergiaduafe  courses  only 
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July  18;  July  21-AuKii.st  22.  Dr.  Ll«ty<l 
Mtlins;  Dr.  Mfarl  R.  (.iithric,  M,  -f- 

Kjt.NT  .Statk  Um\kbmt\,  Two 

•<*rTn.s:  July  16-19;  July  21-.'\iiKii.st  23. 
Dr.  (.'harlt's  Atkinson;  Dr.  KlizalM'tli 
M.  D'wis,  M,  W,  1  (tiorkvfu^i 
cour.sr),  2,  5,  14,  -}- 

Miami  Umnkhsity,  Oxford.  Two 
trrms;  June  16-July  22;  July  23- 
AiiKust  26.  Miss  Dorothy  A.  Virts.  M, 

Ohio  Statk  Tninkhsitv,  (ailiimhus. 
Two  terms;  June  19-July  23;  July  24- 
Auj(Hst  29.  Dr.  Karl  AuiIitsoii;  Dr.  J. 
Marshall  flanna.  Dr.  Inez  Ray  Wells, 
and  Dr.  W.  R.  Kokui.  M,  D,  C,  W, 
2.  3,  9,  II,  13,  IS.  \- 

I'VISKHSITY  OK  ( 'iM  INNA  11,  ('tlieill- 

iiati.  Two  ti-rnis:  June  I3-July  IS; 
July  19-AuKust  22.  Dr.  Harold  I/*ith. 
M.  D,  6 

Wkstkhn  Rkskiuk  I’mvkhmty,  (;lev«-- 
laud.  'I'wo  terms  he^iunin^  June  17 
aiul  July  29.  Hollaee  Roberts;  Dean 
W.  K.  Dolva.  4 

WrrrKNHKHf;  Coi.i.kok,  Spriunfiehl. 
Two  terms:  June  16-July  19;  July  21- 
AuKust  23.  W.  Nystrom.  U 

Xavikh  I'MVKHSITY,  Cincinnati.  Two 
terms:  June  16-July  2.3;  July  28-Au- 
irust  29.  Dr.  Charles  K.  Whei-ler;  Dr, 
Thomas  J,  Hailstones.  M,  C,  W,  U 

OKLAHOMA 

CT.mhai.  Siatk  f.’oi.i.KoK,  Kilmond. 
June  2-JuIy  2.3.  Dr.  Milton  Hast.  M, 

n.  4- 

I/MSKHSITY  I>K  Oki.aiioma,  N'oriiiau. 
June  l4-.4ugust  1.5.  Dr.  I’efe  Kyle  Mc- 
( barter;  Dr.  fh*r.ihl  .\.  Rorter.  M,  1), 
W.  7,  II.  12.  1.5,  16,  IS,  4 

ORfOON 

OnK<a)N  .Statk  f.'oi.i.Ki.K,  C'orvallis. 
June  23- August  8.  Dean  Franklin 
/eraii;  Dr.  3'heo.  Yeri.in.  M,  1),  \V,  6, 
1.3.  17.  18 


RINNSYIVANIA 

Rk.aykh  C!oi,i,k<.k,  Jenkiutown.  Juih* 
18-July  '31.  Dr.  K.  R.  ’rownsend.  I' 

Rk(m>msi<l-h<:  Staik  Tkai.iikks  (Un.- 
i.w.K,  RlcHimshurg.  Four  terms:  June 
2-26;  June  2.3-July  1  I;  July  I4-.\ugust 
I;  .August  4-22.  Dr.  Thomas  H.  Mai- 
tin.  U 

Siiiki'knmutu;  Statk  TKAr  mkhs  C.ot.- 
i.K<.K,  Shipirenshiirg.  3  hrii*  terms: 
June  2-26,  June  2.3-August  1;  .August 
1-22.  Dr.  D.  Haul  Smay;  Dr.  Skene,  I’ 

Tk.vii'i.k  r.MVKHsriY,  I'hiladelphia. 
Three  terms:  June  9-27,  June  .36-.Au- 


gu.st  S;  .August  11-29,  Dr.  VVilliaiii  M. 
PolishiKik.  .M,  1),  16.  18 

I'MVF.RSITY  OF  PI  H  SBl’HCai, 
Pittsburgh.  June  24-.August  1.5.  Viers 
W.  .Adams;  Dr.  CJeorge  >V.  Anderson. 
M,  D,  .3,  II,  16,  17,  4 

SOUTH  DAKOTA 

SorTHKUN  S  i  A  I  K  Tkachkhs  (  ,'oi.i.ki.k. 
Springfield.  Two  terms:  June  2-July 
3;  July  7-.August  S.  Dean  la‘e  D«*Boer; 
Marvin  Schamlwr.  U 

Statk  Umskksii  yok  Sochi  Dsmm  a, 
N'ermillion.  June  9-.\ugust  S.  Di  .iii 
Mark  DeI/.«-ll,  Huhia  A’aaler.  M,  II, 

13.  + 


TINNISSil 

Da\  ID  l.il'M  OMK  Coi.i.Ki.K,  Nashville. 
Two  terms;  Juiu-  9-Iuly  15;  July  16 
August  26.  W.  Ralph  Nam  e,  .Axel  W. 
Swang.  U 

(iKOiu.K  Pkahody  (!oi.i,k(.k  koh 
rKS(  iikhs,  N.tshville.  'I’hree  terms: 
lune  9-July  12,  June  23-July  25,  July 
l4-.August  15.  Dr.  TheiMlore  Woml- 
ward.  M,  C.  W.  I.  2.  4.  .5,  14.  16. 
IS,  4- 

.Mkmi'iiis  Statk  rMSKHsiiY,  Mem¬ 
phis.  Tw'o  terms:  June  5-|uIy  1  I;  July 
I4-.August  15.  Dr,  Kdward  I.  Oaw- 
forrl.  U 

IJmnkhsits  ok  'rKNNKs.sKK,  ktioxvilh*. 
Tw'o  terms;  June  9-July  12;  July  14- 
.Augiist  15.  Dr.  Dab*  Wantling,  Dr. 
fb-orge  A.  Wagoner.  .M,  W,  I,  2,  3, 

5.  13.  14.  1 

TIXAS 

Fast  Tkxas  Siatk  CIoi.i.ki.k,  Com 
inerce.  'I'wo  tiTins:  June  2-JuIy  II; 
July  14-.August  22.  Kiton  1).  Johnson. 
M.  6.  7.  16,  18 

Nomtii  'I'kxas  Siatk  Coi.i.kok,  Den¬ 
ton,  Two  tiTins:  June  2-July  12;  July 
1 4-August  22.  Dr,  V’ernou  V,  Payne. 
M,  1,  4,  13,  18  (all  innhsfioj)  twmnrv) 

Savi  Hocston  Statk  Tkai.iikhs  Coi.- 
i.K.r;K.,  Huntsville.  'Fwo  terms:  June  4- 
July  12;  July  1 4-, August  27.  Dr.  Jean 
1),  Neal.  M.  12.  16 

Tkxas  .Soctiikun  Cnivkhshy,  Hous¬ 
ton.  Two  terms;  June  2  Ju1y  II;  July 
14-.August  22,  Fb-raldine  S.  Ciain.  ,M, 

6.  12.  -f 

Tk.XAS  TKril.NOKfK.KIAI.  f!oi.I,KX,K, 
Kuhlxx-k.  Two  terms:  Join*  .5-July  16; 
July  17-August  28.  Dr.  William  R. 
Pas#*wark.  M.  6  (utnknlurp  nntruf), 
17 

Umskh.siiy  or  Hocm<»n,  Houston. 
Two  terms.  June  2-Iuly  15;  July  16 


Top-flight  teachers  will  conduct 

Unit  Courses  in 

Business  Education 

this  summer  at 

HONTANL  STATE  UNIVERSITY 

Miitoulo,  MonTotsa 

June  16  to  July  18,  1958 

on*  to  fiv*  w**kt 
•wo  to  nin*  groduot* 
or  undergroduot*  croditi 
*  MR  HOWARD  L  NEWHOUSE 
"Mtthodi  ot  Teaching  Shorthand 
and  Trantcnption  ' 

Juno  16  20 

*  DR.  HAMDEN  L  EORKNER 
"Methodi  of  Toaching  Bookhooping" 
Juno  23  27 

*  DR  FRED  WINGER 
"Problomt  of  Toaching  TfpewtHtng" 
Juno  30  July  ff 

In  addition; 

"lnpr*v*mMit  *1  lMiriicli*ii  In  Ottic*  Hi 

chlMt  RtKlIc*."  inM  30  klT  II 

"6r*gg  ShirtliMd  TIwwt  f*r  TuclMri.*’  kn* 

t6klT  II 

"ElMiiHilirT  AccMMlIng,"  kn*  ti  klv  tl 
"SilMMintklp,**  kM  tl  klf  II 

You'll  find  rocrooliOM  goloro  in  Ik*  booulilid 
Rocktot  wlior*  tpring  r*«nd(  Iko  tuntmoi. 

Addro**  inguiflot  to: 

Mr«  Irond*  Wilton  at  Iko  Unlvortlty. 


r 


BUSIHiSS  EDUCATION 
of 

Z\)t  Catfjolic 
^Uniberfiiitp  ^ 
of  !llnirrica 

SUMMER  SESSION  OF  19SI 
June  30  •  August  8 
Refresher  and 
graduate  couraet. 

Program  leading 
to  the  M.A.  degree. 

Hnr  iiimphi*  dn<mi$  urii*  to- 
Tko  Oiroctof  ot  tko  Summtr  Sottion 
Tko  Cotkolw  UnivorMty  ot  Amorir' 
Wttkinglon  17,  DC. 


University  of  North  Dakota 
Grand  Forks 

WORLD  TYPEWRITING  INSTITUTE 

July  7,  8,  and  9 

o  Tenrhing  Dmiontiniriont  (with 
cmphntit  on  how  to  Jo  it)',  Lci- 
turcs;  .Srminnrt,  jikI  RrK-orili. 
o  N;iUonal  and  Inicrnational  I-tadrrt 
in  lypcwriunK  Farti(i|>aiing 
a  l  ull  Cjraduatr  ProKram  in  Huiinon 
liducarion,  June  16  to  Auguti  9. 

For  comekto  dotoili,  writ#  to: 
John  L.  Row# 

Univoriity  of  North  Dakota 
Grand  Forks 
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Business  Law 


mVINO  HOtlNBLUM 

wiuiAM riri  SCHOOL,  ml w  vork  2  n  v. 


DIRECTORY  (C«iitiiiMd) 

Augu.st  27.  Dr,  Carl«>s  K.  Haydfii.  Ni, 
D,  C,  6,  12.  16,  16 

Umveiujity  oy  Texas,  Aii.stiii.  'I'wo 
tfrms:  jiiin!  9-JiiIy  21;  July  21-AuKust 
30.  Dr.  Falx>ni  Etier.  M,  D,  VV',  3,11, 
16,  18 


IF  YOU  UAMQ  HIM 


15  THE  PROMISE  BINDING? 


Ann(Min(.eh;  All  (‘SSfiitiuI  I'lnncnl  of  u  c-ontract  is  ‘'c-onsideration,'’  or  what  I, 
NoiiK'  i-all  "iH'iK'fit.”  It  is  iM'iicfit  that  Irads  |)«‘opl(‘  to  niter  into  a  contract;  | 
and  the  consideration  iniist  How  in  Inith  directions,  as  in  th<*  nintnal 
iM'iiefit  derivnl  from  the  sale  of  a  sandwich  in  u  school  cafeteria,  in  the 
case  yon  are  alxiiit  to  hear,  the  disaKreenient  aris4‘s  lavause  one  party  _ 
claims  that  there  is  no  consideration  or  iMMU-fit  to  hind  him  to  the  contract,  v 
It  is  a  dispute  In’tweni  Mr.  Creen,  the  father  of  a  newly  iHirn  Ixiy,  and 
Mr.  (iray,  the  uncle.  Here's  the  proud  father,  Mr.  (Jreen.  lA*t's  listen  to 
him  as  he  says  .  .  . 

.Mh.  (iHEEN:  Have  a  ci((ar,  Ergo.  You’re  talking  to  the  father  of  a  7l4-|)ound  ^ 
hfty.  I  ho|M*  you  like  lM‘ing  an  iiiK'le.  You've  got  a  nejihew  to  Im*  proud  of.  i| 
Mn.  (>hav:  (,'ongratiilations.  What  are  you  going  to  name  the  little  kid.^  r 
Mm.  (Jmeen:  Well,  we  haven't  decidetl  yet.  Of  ciMirsi’,  there’s  always  my  | 
name.  He  eould  Im*  called  (knirge,  Junior;  hut  we  havt^n’t  decided  yet. 

Mh.  (iHAV:  I  tell  yon  what.  Name  tlie  lad  Ergophohia— after  me— and  I'll  B 
give  you  a  $3,(NM)  iKind  to  help  him  with  his  (Hhication.  T 

Annodnceh;  Daddy  (>^*1*11  acct'pted  the  offer  and  namt^d  his  son  Ergopho- 
Ilia.  Time  pasia’d.  The  son  thrived  despite  the  hiirden  of  his  name,  und  L 
one  day  Dad  asked  Uncle  Ergo  for  the  paymi’iit.  E 

Mh.  (>heen:  Hello,  Uncle  Ergo.  Say,  aren’t  you  proud  of  the  way  my  Ergo- 
phohia  turned  oiit't’  How  alxiiit  that  $.3, (MM)  Imiik!  you  promised  iis'i'  [ 
Mh.  (>nAY:  What'i*  No,  I'm  aiiaid  not.  After  all,  there  must  Im*  some  IxMiefit,  ) 
some  tsHisiih'ralion  in  every  contract.  What  do  I  get  out  of  this  agnn*-  ; 
nient?  Nothing.  .Ml  I  do  is  g/ie-give  my  iiame-atid  now  you  ask  for  = 
money,  tiMi.  You  know  a  promise  of  a  gift  is  not  binding.  Where’s  the 
quid  pro  quo?  In  fact,  now  that  1  think  of  it,  not  only  didn’t  I  get  any 
thing  for  myself,  I  iM-stowed  an  Itonor  on  the  little  lad-the  glorious  name  ’■ 
of  Ergophohia,  a  grand  old  name.  You  should  pay  mr  for  that. 

ANNOirNCEH:  That's  the  dispute.  Five  thousand  dollars  or  nothing-all  de- 
[lending  on  whether  Uncle  F'rgo  is  bound  to  his  promise.  What  do  you 
think? 


DEniioN:  The  uncle  is  hound.  There  is  rontideration.  C(meUleratiort  is  not  ■ 
alu>ay.i  a  benefit.  Cttnsideration  may  consist  of  the  sxnrender  0/  a  /ega/ 
right.  The  father  should  get  the  $5,000  Inttid  because  he  gave  up  a  legal  p 
right,  the  right  to  tuinie  his  child  anything  he  clutse.  ('.ray  is  therefore  : 
Iround,  evert  tlunigh  he  receites  no  dirrit  benefit. 


We.st  Texas  State  (.'oi.eei.e,  (Jan- 
yon.  Two  tenns;  June  3-July  11;  July 
1.3-August  22.  l>r.  (J.  ('..  Uallannan. 
.M,  C,  4,  14,  16,  17,  18,  -f 

UTAH 

Utah  State  U.mvehsitv,  laigan.  Two 
terms:  June  16-JuIy  18;  July  21-Au- 
giist  22.  Asa  Bei'cher;  Ina  Doty.  U 

VIUMONT 

Umvemsity  ok  Vehmont,  Hiirlington. 
July  1-Augu.st  8.  Earl  A.  Koile;  Dean 
rhomas  (J.  King.  .M,  C,  2,  II,  12,  -f 

VIRGINIA 

l>o.N<.w(K)i)  (JoLi.ECK,  Farmv<lle.  June 
16- August  8.  Dr.  FJarl  R.  Boggs;  Dr. 
.M.  L.  lauidrum.  U 

Hiciimom)  Phokesmonai.  Instiixite, 
Richmond.  Two  terms:  June  16-JuIy 
2.3;  July  28-August  1.3.  Dr.  Kenneth 
Zimmer.  M,  15,  18,  -f 

Umvehsity  ok  Vihgima,  Charlottes¬ 
ville.  Three  terms:  June  16- July  3; 
July  7-Augu.st  16  (six  weeks);  June 
23- August  16  (eight  wtfks).  Di-aii 
Ralph  W.  (Jherry;  John  R.  Matthews. 
14,  17,  -I 

Vihgima  Poi.ytet.timg  Institute, 
Blackshiirg.  Two  tenns:  June  12-July 
19;  June  19-Jnly  2.  I>r.  H.irry  Huff- 
man.  M,  C,  W,  6,  8,  13,  18,  | 
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Master’s  donree  progr an. 
Doctor’s  d<i4ree  program 
Conferen<  e  to  be  held 
Wextshop  in  Business  Education 
Typewriting.  Methods  in 
Bookkeeping.  Methods  in 
Skill  subie^f'..  Mettx)ds  in 
Shorthand,  Methods  in 
basic  (General)  Business,  Methods  in 
Ottue  (Secretarial)  Practi  e,  Methods  in 
All  Subjects,  Methods  in 
Office  Machirves,  Method,  in 
Distributive  Education.  Methods  m 
Convjmer  Edrjcation,  Methods  in 
General  Business  S«jb)ects,  Me'hods  in 
Curriculum  in  Busines  Edixiatiorr 
.  Administration  and/or  Supervision 
Guidance  in  Business  Ed:jcatiorr 
Co-operative  Work  Experience 
Prirnples  and/or  Problems  of  Bus.  Ed 
. . .  Tests  arvj  Measurement-. 
Thesis,  Research,  Seminar,  etc 
And  other  graduate  course- 
Undergraduate  courses  only 
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BUSINESS  EDUCATION  WORl  I) 


WASHINGTON 

O.MHAL  Washington  (^oixk(;k,  K1- 
l<‘nsl)urK.  Two  terms:  June  16-Jiily  16, 
July  17-AiiKust  15.  Perry  .Mitchell, 
Dr,  Harold  Williams.  M,  1,  10,  -|- 

WIST  VIRGINIA 

(!on(.ohi)  (loi.i.KGK,  Athens.  Two 
terms;  June  2-July  I  I,  July  1  l-.^u|(ust 
15.  S.  L.  Mt<iraw,  registrar;  Dr. 
(Joyd  P.  Armhrister.  C,  IJ 

Faih.mont  Statk  C,'<m.i.kgk,  P'airmont. 
Two  terms:  June  2-July  11;  July  11- 
August  22.  Otis  H.  Milam,  Jr,,  reg¬ 
istrar;  Kdgar  \.  Jaynes.  U 

Mahsiiai.!.  (^oi.i.Kf.K,  Huntington.  Be¬ 
ginning  .Septemlwr  10.  Dean  A.  K. 
Harris;  Mrs.  F,  Fvans.  M,  7,  -f- 

WkST  I.IHKHTY  Sta  i  k  (  au.i.M.K,  West 
LilH*rty.  June  16  August  15.  D<*au 
Denver  F,  Arnett;  Bernard  J.  I.an- 
wehr.  U 

Wk.st  V’ihgima  S  i  A  IK  (’oi.i.m.k.  In¬ 
stitute.  June  16-,\ugust  1.5.  Daniel  P. 
Lincoln,  registrar,  Jam<-s  F.  Tucker.  U 

WISCONSIN 

Si*KNf:KiUAN  (.'r)i.i,KGK,  Milwaukee, 
Two  terms:  June  O-September  2V1, 
June  2.3-August  1.  (1.  (!.  Borchardt, 
registrar,  M,  12 

ir.MVKBSITY  OF  WI.SCONSIN, 
Madistm.  June  30-Jidy  25  (four 
weeks);  June  30-Augiist  22  (eight 
weeks).  Lorent/  II.  Adolfson;  Dr.  Bus¬ 
sell  J.  Hosier.  M,  1),  C.’,  .1,  6,  16,  IS,  -J 

Wisconsin  Staik  Ooi.i.m.k  ai 
WiirrKWATKK.  June  2d-,^ugust  1.  A.  I. 
Winther,  Paul  A.  ('arlson,  I' 

WYOMING 

U.MVKHSHY  of  Wyoming,  Lar¬ 
amie.  Two  terms:  June  16- July  IS; 
July  21-August  22.  Dr.  Frances  Hyde. 
M,  W,  7,  15.  16,  IS,  + 


CONFERENCES 
AND  WORKSHOPS 

Many  of  this  year’s  summer- 
scIkmiI  sessions  will  offer  added 
attractions  in  the  form  of  s|>ecial 
conferences,  institutes,  and 
workshops  on  various  phases  of 
business  education.  .Space  does 
nut  permit  detailed  descri|itions 
in  this  issue,  but  watch  for  high¬ 
lights  of  these  events  in  next 
month’s  Professional  Report. 


SHORTHAND 
CORNER 

LYDIA  SUTYON  HIGH  SCHOOL  Ol  COMMERCt.  DETROIT 

What  goals  should  wo  sot?  Gollcge  train- 
^  ing  has  taught  us  that  every  well-pTiiinetl  lesson  has  a  si><*eific  ohir'etive. 

Dictation  classes  should  have  objectives,  too— ones  th.it  vary  from  sc*mester 
*  to  semester  .is  a  writer's  skill  dc'Velops.  In  Shorthand  1,  students  uie  ex- 

|H‘eted  to  memori/e  the  al|dialM‘t  and  brief  forms,  develop  s|a*lling  skill, 
and  increase  re,iding  ability.  Dict.ition  giiiiles  their  copying  of  outlines 
while  they  listen  to  tht>  reading.  In  .Shorthand  2,  stiiilents  aie  wean(‘d  fiom 
copying  outlines  into  criMting  them  as  they  write.  Shorthand  3  and  .Shoit- 
hand  -I  build  the  student’s  spet‘d  and  coniideiKe.  Ol  course,  none  of  these 
I  later  objectives  should  Im-  intriMluced  at  tiMi  early  a  stage. 

J  In  the*  first  semester,  the  only  purpose*  of  dictation  is  to  make  the  learner 
'  write*  at  a  re*asonable  rate.  The*  dictation  is  give*n  with  Inioks  ope*n,  anil  the 

writing  at  first  is  pure'ly  copying.  Perhaps,  though,  some  of  your  more 

1  capable  students  want  to  re*nie*mlK.‘r  rather  than  copy.  .\n  admirable*  epiality? 

<t  N'eit  in  my  e'xpe'rii'iice!  I  like  to  think  in  terms  of  maximum  acc*omplishme*nt 

at  the  end  of  the  te*rm.  To  reach  this  goal,  I  try  to  se*)l  my  students  on  the* 
value*  of  writing  with  an  eye  on  the  benik,  le*st  they  work  tiMi  hard  trying 
^  to  re‘me*mlM‘r  a  sjieeific  outline.  'iJiis  techniepie  has  to  be  taught,  but  it  is 
H  worth  the  e  ffort  to  se*e  tJie  improve-d  homework. 

J  .\lthough  our  Detroit  ('Oiirse*  of  stiiiiy  sugge:sts  that  we*  start  writing  in 
4  la-sson  6,  I  se-ldom  do.  Beading  is  elone  unde-r  the  pre-ssiire  of  time*,  anel 

,  until  the  class  is  able  to  re'ad  smoothly,  vse  ignore  any  writing.  When  writing 
starts,  elictation  starts-hanel  and  ear  lM*ing  traine-el  togethe-r. 

The  purpose  of  dictation  in  the  first  se*mi*ster  is  to  de-ve-lop  a  fe*e*ling 
of  fluency.  I  clways  prere*ad  the  mate'rial  and  sim*II  (in  shorthanel)  any  un 
usual  words.  .After  a  first  writing  at  &)  warn,  rny  stude'nts  rere-ail  fnnn  thr 
hook  the*  le*tte*r  they  have  just  written.  This  letter  is  the*n  re*dielate*d  at 
incre*a.se*d  spe-e-ds,  until  Irefore  long  it  can  lee*  “scribble-d”  at  up  to  126  wain 
Whateve'r  the  top  S|M*ed,  J  e*nd  wit):  a  dictation  rate*  that  ene-oiirages  easy, 

^  le*gible*  shorthand.  This  fluency  is  made  more*  coneiete*  whe*n  a  student 
^  writes  his  name*  in  hmghand,  watching  his  fingers  anel  feeling  the’ir  move* 
me  nt,  and  then  ge*ts  the  same  easy  fe*eling  Iry  writing  it  in  shorthand. 

^  'I'he*  switch  freun  "Irooks  erpen”  during  dictation  to  “iKKrks  close*!!"  re*<|uire*s 
c*areful  preparation.  .Afte*r  having  read  the  le'tte*r  and  wrilte*n  it  at  increasing 
S|He-d.s,  the*  .stude*nts  should  close  their  Irooks.  Now,  if  she*  elietates  the- 
le*tte*r  at  fW),  the  teache*r  will  Ire  rewarde*d  with  "Oh,  I  got  it!’’  You  and  1 
knerw  this  is  nert  true  shorthanel  skill,  but  ter  the*  Ireginner  it  is  satisfying 
pre)gre*ss.  N’e*e*dle*ss  to  say,  he*we*ve*r,  we  shemlel  ne»t  ask  anyone  te»  read  his 
own  ne)te*s  at  this  Ireginriing  level. 

As  we  fake  up  new  material,  we  again  start  with  easy  cerpy  -  not  short 
werrds,  simply  a  familiar  veH-abiilary.  .Starting  at  6f),  the  same  material  is 
re*|)eate*d  at  increasing  sirer-ds.  One  ne*w  le*lte*r  a  day  is  enough  at  first, 
then  it  is  gradually  increased  until  it  is  mostly  ne*w  material. 

.Sometimes  the  )>e*ginriirig  te*acher  hesitates  ter  force  higher  S|>e*eeU,  l>e- 
lie*ving  that  accuracy  is  a  Ire-tter  g>ral.  'iJiere  is  anothe*r  place  for  accuracy. 
Dictation  for  rnail.dile  le*tters  inu.st  lx*  given  at  a  rea.sernable  rate,  Kach  clay 
some*  elictation  should  ejffe*r  a  challenge  for  improvement,  while  other  die  ta 
tion  should  erffe-r  stude*nts  the  satisfaction  of  Ireing  able*  ter  re*ad  what  has 
Ix-en  written.  (,)uick  S|)urts  help  to  bre*ak  tJie  mental  barrierr  that  prevents 
progress.  .Slerw  dictation  leaels  *he  gtuele*nt  to  repeating  each  worel  to 
himse*lf  JH*fore  he  writes  it. 

For  lx*st  re*sults,  share  your  imnie*diate  objeetive  with  yerur  students,  no 

2  that  each  one  undf*rstands  what  you  are  trying  ter  a<  eeimplish.  What  dete-r- 
inines  this,  erf  course,  is  yerur  geral  fluency  in  writing,  cerntinuity  of  thought 
or  pe*rfeNt  outlines. 

l^^wwllmll  i  i  i  i  iiewiMeii iw  wr'i- laamriiriwixMnwniiwa 
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lANC  r.  WNITC,  CAST  CAROLINA  COLLEGE,  GREENVILLE,  NORTH  CAROLINA 

Typing  display  kits.  Your  cDliitnoist  is 
pIriiM'd  lo  uiirionncc  tfu’  orK;tiii/ulion  of  Kdiicatioiial  Supplies  and  St'rvices, 
wlik-ii  »fie  liuK  efilaliliMlied  witii  Mrs.  Tliadys  Dewar  of  the  Hast  C.'arolina 
(!ollej^e  faeiilly.  We  now  fiave  available  the  (irsi  two  in  a  s<*ries  of  services 
dc'siKned  for  typing  leaelwrs.  Kit  No,  I,  Typewritinjj  Teelmicpie,  is  di*- 
siKiied  for  ffannel-lKiard  or  iaiiletiielHiard  use  and  ecnisists  ctf  ]fi  ffcKked 
display  pieec'S,  iitelndiiiK  14  eolorfiil  and  cleverly  illustrated  tc'clinicpic's  on 
7-  l»y  S‘/4'in<li  fIcKked  pa|>«*r,  foKetlic’r  with  die  eaption,  "A  CIckmI  Typist," 
and  a  pic  ture  of  a  typist  at  the  mac  liinc*.  K.ic  h  display,  when  arrati^c'cl  with 
the  eaption  and  the  ty|M‘wriler,  enahles  the  tc*aehc‘r  to  einphasi/e  a  diffc-rent 
tcH'hnicpic*.  The*  price*  of  the*  kit  is  %2. 

Kit  No.  2,  I,c*ttc*rAV'ritin({,  is  desit^ned  piim.irily  for  fl.innel  Iniards  and 
contains  f|(K-kec{  material  for  t<*aehin({  various  letter  styles.  With  this  kit, 
students  will  Im*  ahle  to  visnali/c*  the*  pr<K*ess  of  varyin(c  l**tt«*r  sty|i*s,  pnne*- 
tuatioii,  closing  lin<*s,  and  other  parts  that  are  c*mployecl  to  increase*  the 
c*l|c*c*tiveiic*ss  of  l>nsinc*ss  lettc*rs,  Whc*n  arrariKC'd  on  a  34-  hy  Id-inch  flannc-1 
Iniarcl,  the*  kit  five's  the  ap|M*.irance‘  eif  a  le*tte*r.  Incliicie*d  is  a  sheet  eif 
snKK'*^li'*i)’<  uiid  illnstratieins,  to(ee*the*r  with  a  she*e*t  of  instructions  for  pre- 
pariiiK  a  flanne*l  Iniarel,  'Ilic*  price*  is  $2.50.  Orele  r  leoth  kits  frenn  jane*  I*’. 
White  e»r  Mrs,  'iTiadys  De*war,  Kelne-atieinal  Snpplie*s  anel  Se*rvice*s,  Box  I  10, 

Kast  Carolina  (;e)|le*Ke,  C>re*e*nville*,  North  (’arolina. 

Shorthand  r«cord».  Die  tation  Disc  (leimpany  olfe*rs  shorthand  stnde*nts 
eine*  eef  the*  lar^^est  and  meist  varie'el  se*le*ctions  of  phonof{ra|)h  re*ce)rds  csin- 
tuiniriR  dictation  matc*ria1.  A  total  of  .50  eliffe‘re*nt  rc*cords  in  all  three*  s|>e*e*els 
are  availahle,  ran^in^  freim  hiisine’ss  le*tte*rs  at  00  wpm  up  to  twei  anel  four- 
voic'c  c-oiirt  te'stimeiny  eir  ceinve*ntie»n  dictation  at  250  wjirn.  The*  45  rpm 
re*eeircls  contain  fifte’e*n  minute  s  eif  elic  tation  and  c-ost  $1.75  c*.'»ch.  The*  .33'A 
lon((  play  re*c*eirels  csintain  forty-live*  minnte*s  of  dictation  anel  ceist  $5  e*aeh. 

The*  le*lte*rs  dictate*cl  rim  from  one*  minute*  to  two  and  one  half  minute's  leiiiK. 

All  rc*c*eitels  arc*  imlire*akalile.  The  company  also  re*tails  an  N’ictor 

thre*e*-spe*e*d  phonoi^raph  for  $20.05.  Write*  to  Dictation  Disc  Cainipany,  170 
Broadway,  Ne*w  York  3S,  for  a  conipli*te  list  of  re*cords  and  for  more  in¬ 
formation  alMint  the  pheinoKraph. 

Matarialt  listing.  'Hie*  late*st  e*elition  of  h'rrr  atui  Itwxpi’tusu  v 
MatrrUils,  put  out  liy  the  Ce*orne*  I’e*al>oely  (ailli-jee*  foi  re*ae*he*rs,  is  now 
availahle*  for  $1.  Ite*nis  c*ove*rinn  many  snhje*c*t  are*as  have*  lH*e‘n  se*le*c  te*d  anel 
annotate*el  for  c*onte*nt,  time*line*ss,  te-aelahility,  and  free‘dom  from  eilitnisive* 
aelvi’rtisiiiK.  ()iele*r  from  the*  Division  eil  .Snrve*ys  anel  l*'ii  Id  Se*rvie*c*s,  (’.e'eir^e* 
l’e*alNMly  (aille*^e*  for  Te*.ie  he*rs,  Nashville*  4,  Te*nne*sse*e*. 

Magnatic  board,  i  he*  niaKne*ti(*  ImmicI  is  a  ne-w  nie*thoel  of  elisplay  that  is 
)(ainni)(  faveir  with  te*ache*rs  of  hnsjne*ss  snhje*cts.  ft  adels  fre*shne*ss  and 
a  ne*w  elispl.iy  te*chniepie‘  tei  e*ve*ry  classreMim.  Small  maKne*ts  are*  monnte‘d  on 
the*  hac*k  eif  siKiis,  sviiiImiIs,  or  othe*r  eihje'c  ts  in  eiide*r  tei  make*  the*m  stick 
tei  the  stc*e*I  elisplay  iMi.ird.  If  yon  weinld  like*  a  folde  r  eh  scrihiiiK  the*  uses 
of  ma(4ne*tie*  visual  aids,  write*  to;  M,innie  M.iKin  tic  Inc.,  30  We*st  32  Stie*e*t, 
Ne*w  S’oik  1. 

Economic  nowilottor.  "Ne*wsle*tte*i**  and  “Nc'Wshrie  fs,"  twii  e  lipshe  e  ts 
of  inti*re*stinK  facts  that  ap|>e*ar  thrc*c*  time**;  a  ye  ar,  are*  availahle  from  The 
Twentie  th  Ontury  ^’und,  .330  We*st  42  Street,  New  York  30.  You  can 
ret'C'ive  the*in  frcT  hy  placinu  yeiur  name*  o;«  the  ir  mailing  list.  Also  a*;k  hir 
their  Iate*st  cata1o(;  from  whic  h  you  may  se*le*c  •  othe  r  ite-nis.  suc  h  as  films, 
filmstrips,  Inviks,  paniphle*ts.  and  c'harts. 
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SHORTHAND  IN  ANCIENT  ROME 

(Contiinu'd  frinn  pane  26) 

we*rer  siKiiificantly  calli*d  cursorrs, 
whicli  me*ans  “runnc'rs.”  (iourt  re*j>ort- 
ers  were*  known  as  fwitcjrii  (siii)cular: 
tuftariu-s)  Ix'caust*  they  wrote*  down 
the  preKe*edinj4s  in  ncifcic.  1  his  name* 
has  cemie  down  to  us  throunh  the 
Fre*nch  tndtiire  as  "notary,”  although 
the*  ste*no({raphic  part  of  the  not.iry  s 
role*  disap|>e'are*d  lonjt  ano. 

Meanwhile*,  Tiro  was  a  nre*at  he*lp 
to  (;ice*ro,  whose*  lite*rary  activity  was 
fre'cpie*ntly  inte*rrupti*el  hy  his  nume*r- 
oiis  puhlic  s|>c*e*che*s  and  his  official 
functions  as  First  (ainsiil.  In  54  B.f'.. 
'I'irei’s  hard  work  and  constant  j^ihhI 
will  e*arne*el  him  the*  >^re*ate*st  award 
a  iH*rson  in  his  vnial  class  c*ould 
elre-ani  eif  (Jice*ro  made*  him  a  fre*e* 
man. 

In  accoidance*  with  the*  custom  of 
the*  time*s,  'liro  tenik  his  fornie*r  mas- 
te*r’s  first  .mil  middle*  nanie*s  and  was 
t*alle*cl  M.ircus  'rulliiis  'I'iro  from  the*n 
on.  lie  showe*d  his  Krati*fulne*ss  hy  re*- 
mainin^  Cice-ro's  closc*st  frie*nel  as  we*ll 
as  his  de*ve)te*d  cs)-worke*r  and  se*c*rc*- 
tary. 

Shortly  afte-rwarcl,  in  .51  B.(i.,  Tiro 
lM*c*ame*  ill  in  (ire*e*c*e*  while*  on  his  way 
home*  from  a  trip  to  the*  \c*ar  Fast. 
t!its*rei  wrote*  his  sc*cre*tary  fre*cpiently 
during  this  illne*ss.  Fve'ii  in  his  le*tti*rs 
to  othe*r  frie*nds,  the*  ^re'at  orator  ofte*n 
me*ntione*d  his  conce*rn  for  'I'iro’s 
health.  'rhe*n,  wjie*n  he  was  se*nf  on  a 
mission  to  fhe'ece*  hy  the*  F,ni|)e*roi 
I’ompe*y,  (ace*ro  visite*d  his  fomie*i 
slave*  anel  life-long  frie*nd  in  that  c*oun- 
try.  'I'iro  staye*el  on  in  flre*c*ce*  until 
47  B.(;,  to  re*store  his  health;  hut  ap 
parently  he*  we*nt  h.ic  k  to  Boiiie*  pre* 
mature*ly,  for  he  suffe*re*cl  a  re*lapsc*  as 
scMin  as  he*  rc*snme*cl  his  work.  ('i(*e*ni 
then  e*ntruste*d  him  to  the  care  ol 
his  own  physician  and  li*t  him  use*  his 
csiuntry  home*  until  his  rc*cove*ry. 

In  i  f  B  t].,  the*  ye*ar  in  which  Julius 
( !.iesar  w  as  assassinate*d.  Tiro  re*sume*d 
his  work  once*  more.  C.ice*ro  scmiii  had 
to  le*ave*  Borne*.  howe*ve*r,  to  prote*ct  his 
life*  afti*r  political  c*vents  tiMik  a  had 
turn.  He*  left  his  husine*ss  in  Tiro’s 
h.mds  and  fle*d,  hut  his  e-ne-tnies  caught 
up  with  him  anel  murele*red  him  in 
13  B.f:. 

\\'he*the*r  Cicc-rei  actually  did  le*arn 
the*  “note's”  from  the  Cre*eks  or  from 
his  frie*nel  and  se*critar\*,  the*  f.ic-t  re¬ 
mains  th.it  he  did  know  how  to  use* 
the*m  and  e*\e*n  taught  thi*m  to  othe*r 
|>e*rsons.  'I’liis  is  re*|)orte*d  in  Fliitarch's 
Life  of  f.Vito  of  Vtira.  .Afte*r  the  de*ath 
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of  liis  illiistiious  fririKl,  liowevcr,  it 
was  iiro's  turn  to  iMx-iiim'  iainoiis; 
and  Ik‘  did  so  by  propaKatin^  tin' 
toachiiiK  of  fiis  sliortb.ind  systt-in  and 
devoting  the  rest  of  Ins  time  to  litei 
ary  works.  Ihese  ineliiiled  a  ioiii* 
volume  biography  of  his  iM'iiefaetor 
(whieh  wa:  unfortunately  lost)  ami 
a  colleetion  of  (lic-ero’s  words  in  three 
vohiiiies.  This  latter,  with  Tiro’s  own 
eoininentary,  has  |)4‘rp«‘tuated  the 
celebrated  orator’s  reputation  through 
the  centuries. 

liro  also  wrote  seveial  IxHtks  on 
tim  l^tin  language,  as  well  as  a  vast 
eneyelo|Mxliu,  but  his  gre.itest  eon* 
tribiition  to  the  advancement  of  West¬ 
ern  civili/..itioii  lies  in  the  widespread 
use  made  of  tln‘  Tironian  Notes.  .Not 
only  was  the  system  taught  in  Hom.m 
schmils  and  throughout  the  Itomaii 
Knipire,  but  with  the  advent  of  (Chris¬ 
tianity— shortly  after  Tiro’s  ileath  in 
the  yr-ar  4  B.(C.— it  was  adopted  by 
the  early  (Christian  churchmen  as  .i 
practical  means  of  spreading  the  new 
religious  diR-trine  and  recording  the 
de«-ds  of  the  saints  and  martyrs. 

All  the  great  (Christian  orators 
travr-led  around  with  tuttarii,  who 
took  down  their  s|)eeches  in  steno¬ 
graphic  signs  and  recorded  the  give- 
.mrl-take  that  took  place  in  the  numer¬ 
ous  coiiiK-ils  that  w<*re  held  by  re¬ 
ligious  organi/ations.  I'opr*  (Clement  I 
once  oidered  seven  tuttarii  to  go  forth, 
r'ach  to  one  s«‘ctor  of  th**  city,  and 
rr'conl  on  the  spot  the  d«’<-ds  of  the 
martyrs  who  were  iM'ing  pers«*eute<l  by 
Km|M‘ror  Doiiiitian.  This  was  a  far 
more  dangerous  job  than  strict  steno¬ 
graphic  re|Mirtmg,  siiicr*  <h‘cr<-<“s  were 
in  force  to  execute  immediately  any¬ 
one  who  was  caught  in  the  act  of 
recording  the  fate  of  a  martyr. 

Om*  of  (Clement’s  siictr'ssors,  I’ope 
f'abian,  broadened  the  woik  of  his 
predecesvir  by  ap|>ointing  sub-dea¬ 
cons  to  each  tn>tarin.s  for  the  |)ur]Mise 
of  transcribing  the  latt»*r’s  notr-s  into 
longliand.  It  was  at  that  time  that 
Tiro’s  original  shorthand  signs  wer«' 
somewhat  altr*re<l,  mainly  «hu-  to  the 
n«-c«-ssity  of  crrsiting  stenogiams  lor 
the  lU'W  words  coint'd  hy  the  (Chris¬ 
tian  orators. 

Shorthand  thus  played  a  consider¬ 
able  roh-  in  the  nr-w  religion’s  expand¬ 
ing  fight  for  recognition,  'l  iro  des<*rves 
our  r(*cognition,  thiTrdore,  not  only  for 
devising  a  shorthand  system  lh.it 
earned  him  his  perwmal  freedom  but 
also  for  enabling  the  (Christian  (.hiirih 
to  spread  its  gos|H  l  over  most  of  th«‘ 
worhl  in  siibM-fpient  centiirir's. 
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First  dsfinitions.  Browsing  through  a  csiiinlr'i 
of  childit'iis  Ixioks  icctMitly,  I  c.iiiie  across  a  delightful  little  Ixxik.  I  hough 
its  contr-nts  hail  Ih-cii  l.irgely  writtin  by  ehildien,  it  was  definitely  a  IxHik 
lor  adults.  The  title  of  the  Ixiok,  A  Hiflr  is  to  /hg,  was  itself  one  of  the 
delightful  “first  definitions”  th.il  the  .mtlioi  Bulh  krauss-who  is  descrilM-d 
as  iH'ing  ImiIIi  a  child  psychologist  and  a  te.ieher— had  elicited  from 
children.  Kai  h  definition  was  charmingly  illustrated  by  a  drawing. 

1  stood  there  tiiiiiing  pages  and  (hiK'kImg  to  myself  until  a  clerk  sug¬ 
gested  1  might  enjoy  owning  the  Ixtok.  Since  the  f.miily  budget  had  a  large 
lien  on  my  purse,  however,  f  meiely  waited  until  she  rushed  off  to  wait 
on  somelxidy  else  and  then  h.istily  copied  down  some  of  the  more  choice 
definitions  on  the  b.u  k  of  my  shopping  list.  But  I'm  soriy  now  I  didn't 
buy  th.it  IxMik  (fl.irper's,  UioT),  iMc.mse  the  moie  I  think  .dxnit  it,  the 
more  certain  1  .im  that  it  ought  to  Im-  on  every  te.u  her's  .mil  p.irent’x  Ixxik- 
shelf.  A  once-a-month  teie.iding  of  it  would  keep  iHie's  unilerst.inding  and 
enjoyment  of  (hildien  .it  .m  all  time  high  and  also  rech.iige  one’s  optimism 
.mil  faith  m  the  luture. 

First  of  alb  *b<‘  l>o<ik  gave  delicate  and  jierceptive  insight  into  Ixith  the 
simplicity  and  the  profundity  of  a  child  s  thinking,  into  his  originality, 
and  into  his  ability  to  reduce  all  things  to  basic  fundamentals.  Ballads  and 
fairy  t.des  have  this  same  stark  diiertness:  “'1  he  prince  saw  .Snow  White 
and  fell  in  love  with  her.  ‘Will  you  marry  me'i^’  he  asked.'*  Just  like  that. 

Here  are  definitions  that  were  eipially  diiis  t  and  im.idorned;  “laips  aie 
so  you  don’t  get  crumbs  on  the  floor.’’  “(Cats  are  so  you  can  have  kittens." 
For  profundity,  I  d.ire  you  to  top  these;  "  I’he  world  is  so  you  have  some¬ 
thing  to  stand  on."  "The  sun  is  to  tell  you  when  it's  every  day."  And  for 
sheer  delight;  “.\  f.ice  is  something  to  have  on  the  front  of  your  lieail.” 
“Bugs  are  so  dogs  can  havr*  napkins.” 

Along  with  giving  such  sr-nsitive  insight  into  the  workings  of  a  r-hild's 
mind,  the.se  (li'fmilions  freipiently  provide  peripheral  charader  sketches. 
Ks|M‘ci.dly  is  this  triu*  when  diflerent  definitions  of  a  word  are  given. 
'I'hat  “hole"  in  the  title  had  thiee  definitions,  each  delineating  a  very 
different  individn.il.  ".A  hole  is  to  dig."  I’ictiire  the  supplier  of  that  de¬ 
finition  thiity  ye.irs  from  now  the  m.m  of  .iction;  “Okay,  let’s  get  the 
show  on  the  road,  Ixiys.’'  rhen  this  second  definition;  “A  hole  is  to  step 
into."  Now  there’s  an  incut.ible  pessimist.  'I  rouble  not  only  follows  him, 
he'll  step  into  it  all  his  life.  Hieii  the  third  definition:  “A  hole  is  to  plant  a 
flower.”  Ah,  theie's  the  ere.itive  one,  The  gentle  one 

Finally/  there  was  one  definition  th.it  all  teachers  and  parents  ought 
to  engrave  on  their  hearts.  Do  you  know  wh.it  a  principal  is?  Oni*  of  Both 
kraiiss’  little  lexicographeis  iIims.  I'nder  .m  illustration  of  a  tall,  kindly 
man,  who  is  iH-nding  low  over  the  upturned  p.dm  of  ,i  very  small  Ixiy, 
is  this  highest  of  tributes:  “A  piincip.d  is  to  take  splinters  out.”  'I'hat’s  a 
far  cry  from  li  ImIxmI  (Crane  and  the  Ifixisier  Si  hiMilm.isler,  isn’t  it? 

.Somehow,  in  spite  of  all  the  criticism  of  tiwlay’s  s<  hixds,  the  concern 
over  too  little  emphasis  on  siieni-r*,  the  increasing  diviplinary  |)rohlerns, 
there  is  evidence  of  some  eiiuc.ition.il  progress  in  th.it  definition.  The 
ramifications  of  such  |)ositjve  rap|M>rl  Ix'tween  princip.d  and  pupil  f anil 
such  sitii.itions  .ire  legion  throughout  oiii  land)  are  inestimable,  ft's  highly 
|x»ssible  that  the  “t.ikers-out”  of  s|)lm(ers  will  exert  a  greater  impact  on 
the  destiny  of  tin*  world  th.in  .ill  the  s<  lenlists  anil  satellites  |)ut  together. 
At  least,  till*  |H»tential  is  there. 
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HOW  OUR  STUDENTS  'MET'  FAMOUS  PEOPLE  (dutiUtnu-tl  ffiiiii  iHJHi-  Jii) 


“Ahum,”  ( Jia»,  J,  Correl),  “Andy,” 
Hilly  Kn»e  aii<l  HlaiMh  I'atcli  aHixf-d 
lh<*ir  ligiiatiirtM  to  their  photok. 

We  received  three  original  Gregg 
khortliaiid  kirecirrirnik.  Patricia  Nixon 
wrote  in  Ireautiful  khorthand  on  her 
calling  card,  "With  all  g<Nxi  wiklief, 
Patricia  Nixon,"  (Jliarlet  J.  Correll 
(“Andy”)  wrote:  “I  wai  a  kteno  in 
IWh,”  Hilly  Kcmc  wrote:  ",Vly  Ix'it 
wuhek  to  the  ktiidenik  at  Wingate 
High  School.  Here  is  hoping  that 
shorthand  is  a  short  cut  to  succi'ss.  It 
sure  had  a  lot  to  do  with  whatever 
kiiccesk  1  have  attained." 

I'hree  khorthand  [dates  were  also 
exhihited.  Hy  courtesy  of  the  Yah* 
University  Press,  we  were  able  to  ex¬ 
hibit  a  copy  of  A  Crontroada  of  Free- 
iUttn,  edited  by  John  Wells  Davidson 
(IH.Vl),  which  contuini'd  a  facsimile 
of  Woodrow  Wilson’s  shorthand  draft 
(sT'cond  [lage)  of  hi<  si>eech  of  ac- 
cej)tain‘e  of  the  Presidency  on  August 
7,  1912,  written  in  fine  Pitnian.  Hy 
c^iiirtesy  of  the  f>regg  Publishing 
(aiinpany,  we  were  aide  to  exhibit  the 
text,  F.xpvrt  Shortluiofl  S\teed  Course, 
hy  Hlanchard  and  Zoiiliek,  which  con¬ 
tained  a  facsimile  of  (.'harles  D‘e 
Swetn's  (iregg  shorthand  notes  of  the 
o|M‘ning  of  the  Peace  C,'onference  in 
I'aris,  Juniiary  18,  1919,  Personal  re¬ 
search  on  (.(‘orge  Hernard  Shaw  dis- 
closeil  a  facsimile  (in  Days  with  Her- 
tuird  Shaw,  by  Stejihen  Winsten)  of 
Shaw’s  shorthand  notes  in  Pitman, 
which  were  sent  to  his  secretary  to 
lie  traiiscrilM'd. 

'Ilie  resiKinse  to  oiir  correspondence 
was  very  gratifying.  Most  of  the  letters 
inchideil  an  ent'oiiraging  comment  to 
students  planning  to  make  the  secre¬ 
tarial  field  their  carr'er  and  expresst'd 
g<MMl  wishes  for  the  suc'c<‘ss  of  the 
pioject.  Here  are  excerpts  from  a  few: 

PAIKICJA  NIXDNi  “It  gives  me 
s|)ecial  pleasure,  iHH-ause  of  my  in¬ 
terest  in  business  education,  to  extend 
my  liest  wishes  to  the  ninnlM*rs  «d 
your  class.  May  your  students  find 
great  siu't'ess  and  happiness  in  the 
careers  they  have  chos(‘n  .  .  .  Kind 
|)ersonal  regards  to  you  and  each 
memlier  of  your  group.” 

HIl.I.Y  KOSKj  “It  lias  Iwen  my  ex- 
(M'rieiK'e  that  secretarial  training  pro¬ 
vides  one  of  the  liest  spriiiglaiards 
into  the  business  W'orld,  and  that  it 
never  ceases  to  lie  useful  no  matter 
what  line  of  work  one  later  decides 
to  follow*. 

’“Hio  first  real  job  I  ever  had  was 


as  a  M'lTctary  with  the  War  liKiustries 
Hoard  in  W'ashington.  larter,  in  New 
York,  1  was  secretary  to  the  boss  of  a 
newspaper  syndicate.  Not  only  did 
tfiesr:  [xrsitions  give  me  an  excellent 
start,  but  it  was  througli  them  tliat  1 
met  people  who  liave  been  my  friends 
and  advisors  all  my  life. 

“Most  of  my  life,  of  course,  lias 
Ijeen  de*  oted  to  show  business,  but 
my  early  secretarial  training-par-, 
ticularly  the  shortliand— lias  never 
ceast'd  to  be  useful.  1  would  recom- 
mnid  It  most  heartily  to  anyone, 
whether  his  ambition  is  to  be  a  steno- 
gra|)h(^  or  president  of  General  .Mo¬ 
tors.  Or,  for  tliat  matter.  President  of 
the  United  States.  1  don’t  think  I'm 
overstating  the  caw^.  After  all.  Presi¬ 
dent  Wilson  was  a  pretty  giMid  short¬ 
hand  writer,” 

J.  P.  KKlNliOLD,  Assistant  to  the 
President  of  the  Atcluson,  To[)eka  6 
Santa  Fe  Hailway:  “It  is  a  pleasure 
lor  me  to  attach  a  photograph  of  our 
late  president,  Mr.  Fdward  j.  Pnigel, 
togi'ther  with  a  brief  biographical 
sketch  of  his  career. 

“1  am  delighted  witli  tliis  op[>or- 
T unity  you  have  offereil  me  to  say  a 
lew  words  of  encouragement  to  stu- 
dc^nts  who  are  planning  to  make  the 
secTctarial  fii*ld  their  career.  With 
particular  reference  to  male  students, 

1  would  like  to  [Miiiit  out  that  a  great 
many  of  the  officers  of  tliis  railroad,  as 
well  as  many  other  railroads,  have 
attained  tlieir  rank  in  the  company 
through  the  medium  of  th<‘ir  secre¬ 
tarial  knowledge.  Many  of  them 
served  as  stenographers  and  secretaries 
to  officers  of  the  company  and  in  turn 
ov<*r  the  years  were  selected  to  fill 
these  positions. 

“We  frequently  encourage  some  of 
our  young  men  who  have  no  secre¬ 
tarial  knowledge  to  take  a  course  in 
typing  and  shorthand  at  night  school 
in  order  that  we  may  [ilace  tlu*m  in 
secretarial  and  stenographic  assign¬ 
ments  as  these  openings  iK'cur  and  in 
this  way  get  them  started  up  the  lad¬ 
der  to  jobs  of  larger  responsibility." 

jAMK.S  K.  McARTIlUH,  Dir<*ctor 
of  Public  Relations  of  the  Am(‘ri<*an 
Kxpress  Company:  “'Fhank  you  for 
calling  alxnit  our  former  president. 
Mr.  Frederick  P.  Small  .  .  .  who  begun 
his  long  and  successful  career  with 
this  ('om|)any  as  a  stenographer.  Actu¬ 
ally,  Mr,  Small  is  only  one  of  several 
of  our  executives  who  starter!  their 
caretTS  here  in  the  same  fashion.  To 


name  two  others  who  have  l>een  very 
sutx*«*ssliil,  they  are  .Mr.  Norman  F. 
Page,  Senior  Vice  Pn*sident,  and  .Mr. 
Hert  K.  White,  Vice  President  and 
(General  .Manager  of  our  Travel  De- 
(lartrnent. 

"While  1  did  have  the  sense  to  learn 
touch-typing,  it  has  always  been  a 
[M'rsonal  regret  that  1  didn’t  learji 
shorthand,  a  valuable  acquisition  for 
anyone." 

LKIF  P^ll):  “1  know  from  experi- 
I'licx*,  particularly  with  my  NB(^  affilia¬ 
tion,  that  at  no  time  has  the  demand 
for  s(*cretaries  lK>en  as  great  as  it  is  at 
[iresent,  Nt*edless  to  say,  my  secre¬ 
tarial  background  has  been  of  in¬ 
estimable  value  to  me  as  a  newsman. 

It  has  conditioned  my  mental  reflexes 
to  res[)ond  and  mea.sure  u])  to  the  de¬ 
mands  of  accurate  reixirting.  The 
efficiency  of  any  organization  depends 
on  the  efficiency  of  its  secretarial 
force.” 

Setting  up  the  exhibit  involved 
num<‘rous  problems.  Three  horizontal 
cases  and  one  v<*rtical  ca.se  with  four 
shelves  were  at  our  dis[M>sal.  Photo¬ 
graphs  had  to  Im*  mounted  in  suitable 
fashion.  Hiographies,  fetters,  and 
shorthand  s[M‘cimens  were  mounted 
on  white  [Kister  Ixiards,  which  were 
cut  to  size.  All  this  presented  con¬ 
struction  problems.  How  could  the 
photographs,  letters,  etc.,  b<*  displayed 
so  that  the  result  would  Ire  pleasing  to 
the  eye  and  easy  to  read?  WHiat  was 
an  ai>propriate  title  for  the  exhibit? 

We  eventually  mastered  these  prob¬ 
lems,  largely  through  the  assistance  of 
B(*rnard  V.  Deutchman,  chairman  of 
our  department,  whose  expert  guid¬ 
ance  was  invaluable. 

kpil(k;ue 

A  week  after  our  exhibit  went  on 
display,  a  brown  envelope  arrived  in 
the  mail,  [xistmarked  Washington, 
I).  C.,  dated  NovemlnT  7,  1957,  and 
stamped  PIDITH  HOI.I.ING  WIL¬ 
SON.  Again,  I  felt  the  thrill  and  ex¬ 
citement  that  had  pervaded  this 
project.  In  the  lower  left-hand  comer 
was  printed  Photographs  Otdy.  P!ager- 
ly,  I  ojrened  the  envelope.  Tliere  was 
a  studio  portrait  of  VV'oodrow  Wilson, 
photographer]  by  Harris  &  F)wing, 
Washingtrm,  D.  C.,  perhaps  Mrs.  Wil¬ 
son’s  favorite  portrait  of  the  President, 
The  veil  of  years  lifted.  Events  of  his¬ 
tory  flashed  through  my  mind,  no 
longer  the  dry  lines  of  a  textbook,  but 
the  lixriiig  events  that  our  generation 
had  witnessed.  For  one  fleeting 
moment,  I  felt  that  I  had  "tmiched 
greatness.”  I  had  In'en  privileged. 
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( ('tittfiitui'd  frttm  fkigc  2'J ) 

•  lu*  uiithoritifs,  at  lt*ast  oiu‘  .stiuU'iit 
baui,  **1  had  aii  a\\areiiess  that  as  long 
as  I  krpt  up  with  tile  class  I  was  doing 
fairly  well.” 

The  ctiinnu  nts  regarding  the  tech- 
niipies  and  methods  us<‘d  were  also 
very  stimulating.  “I  liked  your  em¬ 
phasis  on  StMj  the  letter,  say  the  letter, 
strike  th<?  letter’  when  learning  new 
keys.”  Your  method  of  doing  the 
drills  with  the  empliasis  on  ‘accuraey, 
sp«*«*d,  accuracy’  has  help«‘il  me  in¬ 
crease  my  skill.”  “The  u.se  of  the  hands 
to  show  the  location  of  th«*  letters  in 
prestMiting  the  keylxiard”  was  men- 
tioiM'il  s<*veral  times. 

hinally,  there  is  the  rc'ward  of  fer-1- 
ing  that  y«)u  have  help<>d  someone 
learn  your  favorite  siihject:  “1  am  now 
able  to  t>|»«-,  due  to  the  program!” 
“Your  coiirst*  was  very  valuahle-l  got 
a  la-tter  joh.”  "I  was  very  well  pleasitl 
with  your  instructions.”  "I  take  typing 
at  school  and  it  S4*em(  (1  much  easier  to 
learn  from  you  tfian  at  .schiKil."  Per- 
fiaps  one  viewer  summi‘d  up  the  feel¬ 
ings  of  many  woiild-lM*  typists  when 
fie  s.iid,  “Now  I  ean  typ«*  with  all 
my  fingers.” 

Do  W*  Hav*  th*  Answers? 

VV’e  do  not  have  tlie  fiiuil  answers 
to  many  of  the  (jiiestions  commonly 
askerl  alKiiit  instructional  tel»*vision; 
much  is  yet  to  Ik-  learmd.  It  must 
1m!  obvious  that  I  am  (lersonally  en- 
thusia.stic  alKiiit  the  |>otentia!ities  of 
Ifiis  medium;  and  I  Inlieve  that  tfie 
students  I  have  taught  are  also  en¬ 
thusiastic  almut  learning  via  T\ . 

I  lu're  are  millions  of  {xitiMitial  stu¬ 
dents  in  our  land  who  have  always 
wanted  to  learn  to  typ«*writ<'  hut  who, 
for  various  reasons,  have  never  taken 
a  formal  course.  Television  iiistnu- 
tion,  through  creilit  or  noncredit 
cours<;s  and  through  |M*rsonal-use  or 
viK-at ional-u.se  cuiirsi-s,  can  enable  us 
to  fulfill  this  desire,  it  is  a  iinupie  op- 
IMirtiinity.  Kvery  giHMl  typing  teacher 
who  has  a  chance  to  «*xix*riment  by 
teaching  a  television  coiirM*  should  lx* 
anxious  to  mer-t  the  challenge. 

( 77ie  third  artu  Ir  u  ill  j>rrx4’tU  thr 
rt'sultit  of  a  vnrt  eiy  in  tvhirh  ttwhorn 
ttf  tarioiiH  TV  husitwfm-educatum 
('our.si'9  give  thoir  roaciionx  to  tvtu  h- 
tnn  hij  tclevixion.) 

'A  new  syll.ilais,  "'I’V  typiiiK  (axirs4' 
(•iiiile,"  hy  Alan  Lloyd,  is  availafiU- 
ior  use  with  (iri'UU  for  C.olh'ne*, 

IntvnsUr  Cimriu’  ((heirs'  Piihlishing  Divi¬ 
sion,  Medraw-Hill  Kook  (aiinpany,  Inc.). 
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EDITOH’S  sctl  tl.  rhis  exihanu*'  of  h  ttris  is  tht  einhth  in  a  series  Imm-J 
on  arnimon  trffice  problems.  The  letters  ate  marked  off  in  groups  of  JO 
■standard  u  tmls  and  may  be  dir  tateil  at  any  desired  s/n-ed. 


Situation  8.  SOCIAL  FUNCTIONS 


I 

/  nxide  address 
Miss  Jane  .Adams 
Personnel  (^oiinscloi 
Hrown-VV’ingate  ('omp.tny 
7  I'lftli  Street 
Your  (iity 

Sinruiture 
Thelma  Browning 


L«tt«r  a 

Inside  address 
Mbs  I  lielnia  Browning 
.Aldeii-Kroth  (!ompany 
.Y7  Sixteenth  Stieet 
Your  (aty 

Sigiwi/nre 
Jane  .Ailanis 


(1) 

Dear  Miss  .Adams;  Hecently  I  assumed  a  new  position  with  my  company. 
I  now  have  a  great  many  more*  res|Mmsihilities  and  am  obliged  to  attend 
every  srK-ial  function  planned  for  tlie  firm’s  employees.  There  are*  usually 
several  of  these  a  week,  some  in  the  late  afterniMin,  others  at  dinnertime,  and 
somtimes*  more  in  the  evening.  What  should  I  ilo?  Must  I  attend  all  of 
them';^  What  would  you  do?  Sincerely, 


(2) 

Dear  Miss  Hrowning:*  The  things  you  could  do  run  the  scale  from  not 
attending  any  of  the  meetings  to  attending  all  of  them  to  their**  very  end. 
Since  your  new  position  really  requires  you  to  attend  these  meetings,  it 
would  seem  that  the  l>est  answer**  would  lie  to  consider  the  meetings  as  a 
part  of  your  joh  and  to  go  to  them,  at  least  for  a  while.  You  may  he^ 
surprised  at  what  you  can  learn  about  others  through  social  engagements— 
things  that  were  not  apparent  about  them  in’*  your  business  contacts.  In  fact, 

I  think  you  should  definitely  go,  whether  or  not  you’re  particularly*  interested 
in  going— if  only  for  the  reason  that  these  social  activities  have  lieen  planned 
hy  your  company'"  for  morale  pur|H)S4‘s,  and  your  presence  is  a  “thank  you" 
to  those  who  have  done  all  the  work. 

You  could,  of  course,"  manufacture  a  few  excuses  now  and  then.  You 
might  suddenly  liecome  ill  ulMiut  4:00  p.m.j  you  might  recall some  "previ¬ 
ous  plans”  that  prohibit  your  attending;  or  you  might  even  claim  that  your 
husband,  if  any,  absolutely'*  forbids  you  to  go  to  any  of  the  office’s  social 
functions.  'This  approach  is  not  recommended,' ♦  however.  You’re  simply 
ducking  a  part  of  your  job.  One  might  ask  why  you  tixik  the  joh  in  the 
first  place. 

A  possible'-’*  compromise  is  to  go  to  every  meeting  hut  not  to  stay  for  its 
entire  length.  In  short,  put  in  an  > "  ap|>earance,  speak  to  a  few  people,  aiul 
then  leave.  Again,  one  might  question  this  appioach.  If  it  is  a  part  of  your 
joh, there  is  really  no  other  answer  than:  Attend  the  functions  and  do  it 
willingly.  Sincerely.  (:I.A7). 


Pr*vi«w  Outlines 


(I)  Obliged,  function,  atteial.  (2)  At  leaNt,  detinitely,  yixi  rr, 
you,”  alisolutely  offices. 
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TODAV’S 
w SECRETARY 


dictation 

transcript 


WANTED 

Secretary  to  genius — 
salary  high 


RAYMOND  OREYFACK 

SynttftHiJt 

Nancy,  by  llic  sU'cpihK  pills 

tbal  her  rival,  Marsha  V'an  KIci't,  h.is 
slip|M'(l  inlo  Ikt  sniip  at  liinchliiric,  is 
called  into  (he  “lion's  den"  oner*  more. 
Wh.'rr-  is  (he  imi>orlant  Mefirenor 
re|Mir1'l'  Nancy  has  inisHled  i(!  ()i 
course,  Marsha  is  the  on<*  to  find  it 
and  return  it  to  Mr.  Dawson.  Hy  this 
time,  Nancy  is  ready  to  ipiit— Mr. 
Dawson  is  "irrrpossiWr'."  However, 
Morph,  the  retiring  MX'ri'tary,  |M)ints 
out  to  .Nancy  what  satisfaction  cun 
Im*  (gained  from  workint{  with  such 
a  hrilliunt  man.  "ft's  wortli  all  the 
heartache,"  emphasi^i's  .Murph.  Nan¬ 
cy,  almost  at  th<‘  hreakiiiK  |)oint,  con¬ 
sents  to  stay  and  not  give  in  to 
Marsha. 

fhit  the  |M‘rsonnel  dirivtor,  Mr. 
rlior|>4‘,  has  IcariK’fl  of  th«*  "tronhlc" 
III  th«*  vic(*-presidcnl's  office  and  mis¬ 
construes  .Mr.  Dawson's  outhurst 
against  the  misfiling  of  the  re|)ort. 
Mr.  'l'hor|M*  riislies  in  to  la*  of  s<*rv- 
ice-Mr.  Dawson  defends  Nancy,  say¬ 
ing  that  there  had  Im’cii  no  troiihle 
at  all. 

Nancy  is  again  reassured  that  she 
has  rriacie  the  right  decision  hy  agrer-- 
ing  to  stay.  Slie  turns,  liaiks  at  her 
di'sk,  and  finds  two  im|>ortant  letters 
ruined  hy  fresh  blotches  of  ink  — 
Nfarslia,  rrgoiri/ 

I'lHirlh  of  Five  VartH 

(;AIN,  HKKOKK  N.ANCY  could 
do  anything  rash,  Murph  was  at 
her  side.  ’The  V(‘teran  secretary  tiHik 
in  the'  situation  at  a  glance. 

"I'liis  is  not  time  for  n*prisals,  (bar¬ 
ter,  Ouick,  you  take  om*  Iriter,  I’ll 
take  tlie  oth«*r.*  Ia*t's  make  thesr*  typ<-- 
writers  fium." 


When  Mr.  Dawson  stcp|)<‘d  out  of 
his  officr*  ten  minutes  later,  Nancy 
was  just  pulling'''  tin*  s<‘cond  sli«'«*t  of 
her  Inter  from  thr?  machine.  Murph 
had  alrearly  <'ornpl«‘tcd  hers  and  had 
put  it  on  Nancy’s'  desk. 

"Playing  it  close,  aren't  you?"  Mr. 
Dawson  remarked  us  he  scrawlt-d  his 
signature  on  the  Inters. 

Nancy*  thishcd.  "I  wasn’t  satisfied 
with  their  ap|M‘arance,  sir.  I  retyped 
them." 

.Mur|)h  winked  at  lar  from  across 
the  room.  When  Mr."  Dawson  oiwiu'd 
the  dcKrr  to  leave,  Marsha,  keeping 
her  silence,  haiked  sullen. 

The  remainder  of  the  week  was^ 
devotitl  primarily  to  h'tters  and  re- 
|K>rts  having  to  do  with  the  Sea- 
Ixiurd  FoiiiKlation.  W’ork  piled  up 
and  tensions"  moiinteri  as  the  culmi¬ 
nation  of  the  program  drew  near. 
.Minniwrs  of  the  Ixiard  w<Te  growing 
jiKTeasingly*  difficult,  and  op|x>sition 
to  Mr.  Dawson’s  ideas  was  growing. 
The  proji'ctr'd  program  was  a  iu*w 
(SMicept"*  in  the  <>ducatioiial  field.  It 
was  lilx-ral,  progressive,  and  iintrierl. 
For  the  most  part,  the  top  brass  of" 
S(*alx>ard  Oil  were  c*ons<*rvative,  lack¬ 
ing  much  of  the  imaginative  fire  and 
enthusiasm  of  the  new'*  exi'cutive 
vice-president. 

’I'en  o’cliK-k  Tiiestlay  moniing 
would  Im-  the  hour  of  de<-ision.  A  top- 
management'*  confereiK-e  was  schiil- 
iiled  for  that  time,  and  all  the  meni- 
iM-rs  of  the  Ixiard  would  lx-  pres«’nt. 
It  was  here  that  Mr.  Dawson"  would 
have  to  sell  his  program  and  ideas  to 
the  president  and  directors  of  the 
company. 

“Want  my  humhh-'®  opinion.  ( bar¬ 
ter?"  Murph  said  thoughtfully,  "Tues¬ 
day  will  tell  the  story  in  more  ways 
than  one.  Soiiu-one  is  going'*  to  have 
to  take  notes  at  that  conferener-.  I 


could  lx-  wrong,  hut  it's  noj  hunch 
that  the  girl  ehov-n  hy  .Mr.  Dawson'* 
f<»r  the  job  will  also  lx-  the  one  he’ll 
keep  as  his  private  s<'erHary." 

Nancy  said  anxiously,  “niink  I 
have'*  a  chaner*.  Murph'?’’ 

Murph  smded.  “f^ould  hr*— if  you 
sit  tight  and  don’t  let  ’Amhitioiis’  goad 
you  into  anything  silly." 

The  tension"*  of  the  next  few  days 
Ix-eame  more  difficult.  So,  in  direct 
pro|M>rtion,  did  Mr.  Dawsoti’s  disix>si- 
tion.*'*  tiis  iixxxls  of  annoyanc-r-  were 
nM)re  ire<|uent,  his  tetnjx-r  outbursts 
more  harsh.  He  Ix-caine  more  and 
more  the  |x-rfectionist,*'  srx-ming  to 
consider  each  minor  flaw  in  the  girls’ 
work  an  actual  s(‘thaek  in  the  pre¬ 
sentation  of  hi.s’-'*  program. 

.Marsha  V’an  Fleet,  however,  ap- 
|x-ared  untnindfid  of  Mr.  Dawson’s 
overexaeting  demands.  She  gavt-**  the 
impression  of  Ix-ing  the  most  efficient 
anti  level-heatled  of  the  three  girls. 
She  worked  hard  and  relentlessly,'-' 
with  a  tirive  that  in  some  ways 
matched  Mr.  Dawson’s.  Cirudually, 
Nancy  started  to  notice  that,  of  the 
three**  girls,  Marsha’s  was  the  only 
name  that  .Mr.  Dawstm  rememix-red. 
She  had  the  feeling  that  he  was  more 
cordial  to’-’*’  Marsha,  ttx). 

Hardest  hit  of  the  tliree  was  C char¬ 
lotte  Hintner— she  often  complained  of 
headaches.  .More  than  onc«-,  she  had 
•■merged'*^  from  Mr.  Dawson’s  office 
all  hut  trembling  from  some  new 
eritici.sm  that  he  had  pouretl  ii|xin 
her.  Frklay*"  aftem(x>n  clim...xed  (he 
situation. 

As  (Charlotte  .struggled  to  fii.i.sh  a 
lengthy  re|x>rt,  Mr.  Daw.son  hurst 
out’-"*  of  his  office  in  his  customary 
human-dynamo  fashion.  .Approaching 
her  desk,  he  thrust  a  manuscript'*** 
into  her  hands. 

"Here,  g<*t  this  tyjx-d  up,  and—’’ 
Pausing  suddenly,  he  ey(-<l  (Charlotte 
closely.  "What’s  wrong?  Don’t  you 
feel  weir?" 

.Mr.*'  Dawson  felt  her  forehead. 
"You  don’t  l«x)k  well,  young  la<ly.  It 
h.is  Ix-i-n  a  tough  day  for  all  of  us. 
(>et  your  things.  I’m**  taking  you 
home  right  away.” 

(Charlotte  was  startled.  "Please,  Mr. 
Dawson,  that  won’t  lx-—” 

"No  arguments.  (Come  on.  .Murph, 
will'**  you  help  her  into  her  ettat, 
please?" 


•fO 


HUSINKSS  FDI'(CAT1DN  VVTJKLD 


'FlifN  wen-  muM*  in  two  sfc-oiuls. 
For  some  iinnam<‘al)lc  reason,  Nancy 
had  a  catcfr*^  in  lier  (liroat.  Mr.  Daw¬ 
son  was  wonderful,  she  <le<'ided.  She 
Rot  lip  hriskly  and  went  over  to  ('har- 
lotte’s  desk’^^  for  the  rejmrt  tliat  Mr. 
Dawson  wanted  typi'd.  AnticipatiiiR 
fier  action,  Marsha  initnediatcK’ 
spranR*'*  to  lier  feet.  Sin*  almost 
reacheil  tin-  desk  In-fore  Nancy,  hut 
on  an  impulse,  Nancy’s  hnit  shot  out, 
trippiuR  Marsha.  In''^  a  very  unlady¬ 
like  manner,  Marsha  \'an  |•'lcet  went 
spraw'liiiR  on  the  fl«M)r! 

“My  Rracioiis!"  .Morph  was  on  her 
feet  at^**  once,  hcIpiiiR  Marsha. 

“Did  you  see  that’:^’  Marsha  spnt- 
ter(‘tl  with  ontraRed  iixliRnation. 
“She  tripped  me!  She  stuck  her  f(M)t 
out—”'*** 

“.\onsens4‘,”  Miirph  chided,  “(bar¬ 
ter  wouldn’t  do  a  thiiiR  like  that. 
W'oiild  you,  d«*ar?*” 

M.irsha’s  lips  tiRhtened,  and  she 
•lid  not  reply.'**’  Hut  when  she  re- 
turn<‘<l  to  her  desk,  she  shot  a  liMik 
of  pure  hatred  across  the  room  at 
Nancy. 

Next  week,  Charlotte  Hintner*' 
went  to  Mr.  Dawson  and  annonneed 
her  resiRu.ition  from  tin*  firm.  .After 
a  loiiR  talk,  Mr.  Daw'son*^  persuaded 
her  to  return  to  her  old  joh  at  an 
iiK-reasi-<l  salary.  He  praised  her  work 
and  explained  that  her  tempera¬ 


ment*-*  w.isn't  siiitetl  to  workiiiR  with 
a  jx'rson  as  difficult  as  he  knew  him¬ 
self  to  Im‘.  (Charlotte  had  Rone^<  in  to 
Mr.  Dawvm  hidiiiR  hitter  ainl  frus¬ 
trated.  She  had  c-ome  out  with  a  new 
confidence  and  reassurance***  in  her 
IM'rsonality  and  ability. 

.So  now  there  were  just  the  two  of 
tlu'in.  Nancy  ami  Marsha.  .As***  the 
hour  of  the  conferenci*  Rrew  close, 
Nancy  lM‘came  more  and  more  lon- 
vinced  that  her  op|>onent  would  Im* 
chosen  for**  the  sit-retarial  |N)sition. 
Marsha,  so  cimiI  and  efficient,  anticip- 
atiiiR  Mr.  Dawson’s  every*"  request, 
was  one  of  the  fastest  work«*rs  that 
Nancy  had  ever  seen.  She  tvped  lik<* 
a  demon  ami  tmik  shorthand***  like  a 
wizard.  Mr.  Dawson,  app.irently 
aware  of  this  com|x-t<*nce,  continm'd 
to  treat  M.irsha  with  more'***  courtesy 
and  respect  than  anyone  else  in  the 
offi<’«‘. 

Shortly  Indore  liinchtiine  on  the  dav 
before  the’’*  conference,  Nancy  was 
in  the  Reneral  offic<‘  i-onsnltiiiR  some 
files  for  Nfr.  Dawson.  Miirph  was  busy 
iloiiiR''-*  some  speiial  work  in  Mr. 
D.iwson’s  office.  Marsha  was  left  alone 
in  the  outer  office. 

She  was  typiiiR  briRhtly'’’"  when  the 
phoni'  rang.  .Marsha  picked  up  the 
receiver. 

"Mr.  Dawson’s  office.  Who’s  callitiR, 
please’’*’* 


"Hi.  Namy'r*”  .A  wtnnan’s'’*  voice 
sounded  at  the  other  end. 

“AN'hy,  why-yes,”  Marslia’s  mind 
was  suddenly  alert.  "NMio  is  this’:*" 
“Helen  HiRoloso,**'"’  silly.  Don’t  you 
recoRiiize  my  voice?" 

“Oh,  sure,  Helen,  Now  1  ilo."  It 
was  the  pri'.tir/f’nf’.if  secretarv !•■*** 

’’fasten,  Nancy,  this  is  im|)oitant. 
Mr.  Kennilworth  will  Im*  over  tfiere 
in  twenty  minutes  with  some  biRwiR''' 
from  Kastern  fech.  SomethiiiR  alaHit 
the  Foundation -a  rush  meetuiR  Im- 
fore  the  conference  tomoriow.  He 
wants  Mr.®"  Dawson  to  make  those 
chatiRes  m  the  I'oiinil.ition  Summary. 
Nfr,  D.iwson  will  know  what  that 
means.” 

"O.K.,  Helen.®**  I'll  tell  him  riRht 
away." 

Nancy  returned  at  th.it  moment.  .As 
she  entered  the  rmim,  Marshii  arose 
and  went  outside***’  to  the  powder 
room.  She  said  not  one  word  to 
Nancy. 

H.ick  at  her  ilesk,  Nancy  resumed 
her  duties,  orRani/iiiR***  the  woik  she 
had  Rathereil  from  the  files.  .A  short 
time  later,  Mr.  D.iwson  stepiwd  out 
of  his  office. 

“Were  there  aiiy**^  inessaRi’S,  Miss—" 
“(iarter,”  Nam-y  said.  “No,  sir. 
.NothiiiR  at  all.”  (I  2.")  I) 

(  To  hr  ronrlinlril) 


The  Case  of  the  RABID  RABBIT 


ROBERTA  G.  PAVLU 

PF.IKH  WAS  HTHT,  in  but  he 
was  .so  hurt  that  he  was  mad. 
ImaRine  tfu-  nerve  of  his  Iviss,  his 
siipposeil  friend  and*  corifid.mt,  doiiiR 
a  thiiiR  like  this  to  him. 

Fet<’r  Habbit’s  Ixiss,  Hank  KiiiR, 
New  York’s  most  celebrat<*<l  detective, 
was*  leaviiiR  him  at  the  mercy  of 
children.  Monsters,  as  far  as  Peter  was 
concerned. 

For  three  years,  Peter  fiad  travr-lerl* 
with  Hank  on  all  his  im|M»rtant  cases. 
Peter,  althoiiRh  only  a  rabbit,  was  very 
srn.irt.  Hank  had  said  so  many*  times. 
Peter  traveled  in  his  little  blai  k  leather 
cas<*  aiirl  watcfu*<l  every  sus|M’ct  witli 
a  keen  eye.  Hiav  many®  times  had  his 
suspicions  hclpcff  Hank  solve  a  case? 

Yes,  the  two  detectives  had  Iweri 
throuRli  many  toiiRfi  S|)ots  toRcther. 
Tiu-y®  had  been  close  frieiuls,  and  one 
would  not  hurt  the  otfu-r.  Hank  could 
do  no  wroriR.  Peter  fiadn’t  ♦•ven  twit¬ 
tered  a  w  hisker’  wlien  Hank  harl  hired 
a  sec  retary  who  patted  liirn  and  called 


him  names  like  “fluffy  bunny.”  Hut 
t/iix  was  RoiiiR  tiMi”  far! 

Hank’s  brollier  was  haviiiR  an  Fast¬ 
er  eRR  hunt  at  his  .ip.irtment  and  had 
asked  if  he  could  Inirrow  f'eter  for*’ 
file  day.  'Flic  children  would  simply 
adore  playiiiR  with  a  live  rabbit.  And 
Hank,  that  traitor,  that  disloyal  friend, 
had*”  consc-nted.  Now  f'eter  would 
have  thos*’  horrible  children's  Rrimy 
haiuls  all  over  his  nice  white  fur.  'flie 
very  thouRht**  of  the  RrueliiiR  day 
.diead  sent  shivers  op  and  down  his 
looR  pink  e.irs. 

f’eter  plotted,  He  had  to  Ret  out  of'^ 
it.  Mayfx’  he  could  nm  away.  Oh.  was 
he  mad!  M.ul?  'I'hat  w'as  it— if  he  pre¬ 
tended  to  Ro  out  of  his  mind,  ll.mk*® 
would  Im-  afraid  to  leave  him  with  the 
childien.  Yes,  th.it  was  it-he’d  jire- 
teiid  to  lie  mad. 

Peter  plotted  fiendishly.'*  Wlien 
Hank  i-arne  into  the  office  that  after- 
ruKin,  Pi*ter  went  into  his  act.  He 
made  hissiiiR  viiinds;  lie  ran  back 
and*®  forth  frantically  in  tlie  caRe.  He 
thrr-w  his  carrots  on  the  fliKir  and 


st. imped  on  them. 

ff.mk  w.is  shoclied.  "W'h.it's  wronR 
with  him’?”  he*®  .isked  the  secretary. 
She  shruRRed.  "I  don’t  know.  May¬ 
be  he  wants  to  Ro  for  .i  walk.” 

"No,  he  knows  the  siRiial  when  he*'' 
wants  to  Ret  out  of  the  caRe.  fie  looks 

si<  k." 

Peter  tiKik  tlie  cue.  He  lay  down 
and  play<*d  sick. 

“Hoy,"  said  H.mk,  p.ittiiiR  him, 
“I’d*"  Ix-tter  not  briiiR  him  to  the 
children  .Sunday." 

“Ah,"  thouRht  f'eter,  "the  iilea  is 
RettiiiR  across."  He  thoiiRht  smiiRly** 
th.it  he  deserved  an  .Ac.ideniy  .Award. 

f’eter  rolled  over  and  thiew  another 
r  .irrot  out  of  the  caRe.  He'<*‘’  was  dis¬ 
appointed  it  missed  Hank. 

f'eter  lailRheil  himself  silly  as  he 
heard  flank  dial  the  phone. 

“Ha,  h.i,  he's  tellinR^*  fiis  brotiu’r  I 
won’t  lx-  at  the  jiarty," 

f’eter  com|)limented  hirnsc'lf  on  his 
cleverness  and  tliouRht  of  the'-**  won¬ 
derful  case*  he'd  lielp  Hank  with  over 
the  weekend, 

( ('iiiUluurd  on  ttrti  ftaur } 
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Ilic  rirxt  day,  Hank  came  in  with 
a  (ttort,  whitC'tiairMl  man. 

“Arwitlier  caac,'^*  tfwnjglit  Peter. 
''fwKKl.” 

Hank  went  over  to  Peter 'i  cage  and 
patted  him. 

“PfKir  fella,  I  should  have  known 
this  r  fM»p<-d-iip  offir'e*<  would  gr-t  you. 
hut  after  a  month  with  Dra-tor  Potter, 
yriu’ll  Im*  g«KKl  as  new." 

“Yes,"  said  the  white-haired  man. 
“Hell  love  it  ori*‘  the  farm.  It’s  a 
r-hildren's  home,  you  know.  Hell  just 
love  having  all  those  nice  children  to 
play  with  for  a  whole  month."  (519) 


FI 


FLASH  READING* 


COOL  CAUTION 


.Many  young  men  feel  sorry  tor 
tliemselves  when  hot  weather  comes 
along,^*  because  they  hate  to  wear  a 
jackfft.  Tlie  more  comfortable  sports 
attire  they  were  permitted  to  wear  to 
scIkx»I'<  seems  to  them  e<|ually  well 
suited  to  the  during  a  heat  wave. 
But  today,  with  more  suits  being 
made  of‘^  lightweight  material,  even 
the  youngest  recruit  can  lje  well 
drrtssr-d  by  adding  a  summer  jacket  or 
two  to**  his  business  wardrolM*. 

Don’t  make  the  mistake  some  young 
men  make  of  wearing  sheer  shirts 
under  a  heavier  jacket  and*^  tlien  re- 
inwing  thHr  coats.  And,  by  all  means, 
avoid  flamlMiyant  pbids  and  shiny 
s|M>rts  shirts.  Add  color  and  attractive¬ 
ness'*  througli  your  claric-e  of  ties. 

Young  men  and  women  should  al¬ 
ways  keep  in  min'd  that  they  are  con¬ 
stantly  watr-hed  for  promotion**  pos¬ 
sibilities  and  tliat  along  with  ability 
and  personality,  general  appearance 
counts  more  than*®  they  realize.  More 
than  one  promising  novice  has  lieen 
bypassed  Ijecause,  “She  doesn’t  ltH>k 
like  a  secretary."  (400) 


WHKN  THK  HOT  WKATHKH 
starts-and  from  what  I  read  in 
the  pap<‘rs  ev«*ry  part  of  tlie  country, 
in  fact  the  world,  has*  hot  weather  at 
one  time  or  another— many  |)eo|>le  let 
caution  go  to  the  winds  as  far  as 
<iress  is  conc<;rned.*  I  am  afraid  wo¬ 
men  are  a  little  more  lax  in  this  resprx-t 
than  men,  thoiigl)  I  have  a  word  or 
two  for  the  Ixiys*  as  well. 

1  shall  take  it  for  granted  that  you 
wmdil  not  wt'ar  shorts  to  the  offictf, 
s'Kci'jrt,  iM^rhaps,  if  ymi  were  srrcretary* 
to  the  inanagtT  of  a  summt'r  resort, 
and  even  at  that,  1  dare  say  your 
4'm|)loy<*r  might  have  something*  to 
say  on  that  st'ore.  Hut  there  are  many 
tyiM'S  of  dress  that  are  just  as  unsuited 
to  the  business  office. 

I*  rr*rnr'mlM*r  how  startlerl  somr*  of 
us  were  when  on  one  hot  siimmei’s 
day,  one  of  the  younger  girls  came  in 
with  what  sh(**  thought  was  an  un¬ 
revealing  dress.  It  was  a  sheath  type, 
dark  in  color,  with  a  high  neck  front 
and  back.  But  her  shoulders'*  werr* 
<’«)mph*tely  bare. 

A  friend  told  me  of  an  (‘X|X‘ri<’nc«‘ 
she  had  with  a  dress  that  she  thought 
was  ideally*  suited  to  the  officr*.  It 
had  bands  of  lace  insertion  with  alter¬ 
nate  bands  of  a  solid  matmal.  It*® 
was  very  simple  with  short  sleev«‘s 
and  a  high  neck  topped  by  a  small 
('ollar.  It  wasn’t  until  she  noticed  that 
men"  were  staring  that  she  reali/erl 
the  lace  ins(*rtions  were  causing  more 
glaiK'cs  than  she  would  have  received 
had  the  dress'*  Ik-cii  of  solirl  material 
with  a  scrxip  neck. 

*r'i>r«S«/«ry  hmilul  te  (  hsMfri  Om0  ikramtk 
Kitkl  »f  (.'rrgt  Skortkmnd  Simfhkfd. 


OGA  MEMBERSHIP  TEST 

Trained  Brains 

We  see  people  on  f^very  hand  wlu) 
work  at  a  tremendous  disadvantage, 
doing  little  things  and  playing*  thr* 
little  game  in  life  when  tlwy  are  cap¬ 
able  of  doing  infinitely  bigger  things. 
The  reason  is  that  they*  are  ignorant 
of  their  powers. 

Many  p<*opIe  never  prepare  for  the 
big  things  that  they  are  capable  of 
doing.*  'Pliey  go  through  life  letting 
fine  talents  do  the  work  of  mediocrity 
lx*caus«*  they  lack  pro|M*r  training, 
lliesc**  |M‘oph*  are  handicapped 
throughout  their  livc's. 

It  is  a  very  shortsightcxl  policy  to 
start  on  a  long  life’s  work*  with  ik) 
spex-ial  training  adequate  to  the  de¬ 
mand.  Prepare  for  your  life  work  with 
scientific  thoroughness,  for*  the*  world 
nc*eds  —  more  than  anything  else*  — 
trained  brains.  (128) 

JUNIOR  OGA  TEST 

Tolaranc* 

One  day  while  riding  on  a  train, 
fames  Riley  was  severely  reproved  by 
the  crmductor  for  a  slight  infraction* 
of  company  rules. 

"Aren’t  you  going  to  answer  him 
back?"  a  hot-tc-mpercxl  friend  dc*- 
mandcxl.  "At  least  you  will  rc*port* 
him  to  the  cxrmpany,  won’t  ycHi?" 

“No,"  replied  Riley.  "As  far  as  I’m 
concerned,  the  matter  is  se*ttle*d.  If 
that*  unpleasant  individual  can  stand 
himself  all  his  life,  I  guess  I  can  put 
up  with  him  for  a  few  minute-s."  (Hi)) 


JOB  SHEETS 

((’ntUintutl  frtftii  fh^He  17} 

tliein  are  especially  designe-d  fur 
specific  jol>s  in  s|)e.cific  offices.  To 
teach  each  student  all  the  different 
inethexls  of  operation  he  might  en¬ 
counter  would  be  an  impossible  task. 
What  we  mu.st  attempt  to  do  is  to 
teach  our  students  to  face  a  new 
machine  with  an  inepiiring  mind,  with 
the  cxmfidence  that  they  can  ma.ster 
the  ejperation  of  any  type*  of  machine, 
whe-ther  or  not  they  were  even  aware 
of  its  existence;  Ijefore  they  entered 
the  officx^  where  it  is  lieing  used. 

In  fact,  since  the  cost  of  most  of 
these  more  cxirnplcx  machines  is  Ije- 
yond  the  biielget  of  the  average  high 
.school,  all  te^achers  should  prepare 
their  students  to  face  machines  that 
may  rixpiire  a  much  higher  level  of 
technical  training.  Moreover,  a  sec¬ 
ond  factor  precludes  the  likelihood 
of  such  training  in  high  schools,  for 
it  would  rrxpiire  a  cximph-tely  new 
type  of  comnwrcial  teacher,  one  who 
is  traiiKxl  in  the  use  of  many  ma- 
chirws  consklered  to  Ik*  in  the  field 
of  automation.  Without  such  teachers, 
the  training  received  by  our  students 
would  l>e  limited  to  one  or  two  basic 
priKX'dures,  not  nearly  enough  to  make 
the  student  efficient  in  the  complex 
op<‘ralion  of  the  machine.  And  such 
training,  of  cxiurse,  would  lie  of  little 
value.  Tile  cximpanv  employing  such 
a  student  would  still  have  to  give 
him  a  complete  exmrse  of  instruction 
liefore  he  was  ready  to  work  at  the 
level  rerjiiired  by  the  cximpany. 

On  thes«*  pages  you  se<*  a  typical 
job  sheet  used  in  our  scIhkiI.  This  is 
a  simple  problem,  but  it  teaches  the 
use  of  the  addition  key,  the  snbtrac- 
i  tion  key,  and  the  subtotal  key,  Sincx; 

I  many  companies  are  now  using  per- 
|)etual  inventories  for  stock  work,  the 
I  problem  also  arxpiaints  the  student 
I  with  this  fonn  of  accx)unting. 

However,  the  only  trur*  way  that 
a  teaclwr  can  detemiine  the  value 
I  of  job  shfx^ts  is  to  make  up  a  set— or 
iKwrow  .someone  elsc’s— for  one  ma¬ 
chine.  Tlicn  he  should  cxjmpare  the 
i  time  he  mxxls  to  give  an  explanation 
i  of  this  machine  with  the  time  he 
I  needs  to  explain  a  machine  for  which 
no  job  sheet  is  available.  If  the  job 
j  sheets  reduce  procx*dural  questions 
'  from  the  students  and  leave  the 
!  teacher  more  time  to  check  the  t<*ch- 
niques  learned  by  each  student,  then 
certainly  such  sheets  will  have  proved 
their  worth. 
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BUSINESS  EDUCATION  WORLD 


Professional  \ 


Report 


Masters  and  Doctors  Programs  Challenged 

.  .  .  by  educators  in  five  universities.  Four  uni¬ 
versity  deans,  from  Columbia,  Harvard,  Duke,  and 
the  University  of  Toronto,  recently  issued  a  sharp 
critique  of  the  method  used  to  train  candidates  for 
the  master's  and  doctor's  degrees.  Their  report  called 
present  methods  "sterile"  and  urged  a  substantial 
change  in  the  course  of  studies  now  offered.  In 
addition,  "the  time  spent  in  making  professional 
scholars  is  too  long  for  the  result  achieved,"  reported 
Columbia's  Jacques  Barzun,  one  of  the  four  deans. 

In  another  report,  Benjamin  F.  Wright,  of  Smith 
College,  has  urged  the  nation's  educators  to  revise 
their  thinking  on  graduate  programs.  He  issued  three 
general  complaints:  (1)  It  takes  much  too  long  for  the 
average  student  to  get  a  doctor's  or  master's  degree; 
some  part-time  students  spend  ten  to  fifteen  years  on 
a  Ph.D.  (2)  Too  much  emphasis  is  placed  on  the  candi¬ 
dates'  research  or  thesis;  many  fall  by  the  wayside 
after  completing  all  other  requirements  because  they 
cannot  complete  their  thesis  along  the  lines  required 
by  the  college  committee.  (3)  The  Ph.D.  program  is 
often  too  rigid  and  regimented  ;  students  must  follow 
certain  set  patterns,  regardless  of  their  own  needs  or 
abilities.  More  flexibility  is  required. 

The  following  Wright  report  observation  has  won  wide 
attention  in  academic  fields.  "If  a  student  attend¬ 
ing  a  first-rate  college  spends  most  of  his  junior  and 
senior  years  on  a  special  field,  more  than  two  years 
of  additional  study  in  graduate  school  is  rarely  needed 
or  even  desirable."  Doctor  Wright  holds  that  more  than 
a  year  on  a  thesis  is  unnecessary  either  to  provide 
the  student  with  research  training  or  to  enable  him  to 
investigate  his  subject  thoroughly. 

The  bottleneck  in  education  is  the  largest. 

Doctor  Wright  reported.  He  said  that  in  some  cases 
candidates  do  not  receive  their  doctorates  until  they 
are  in  their  middle  forties.  A  college  graduate,  he 
said,  can  thus  spend  twenty  years  working  toward  his 
doctorate.  In  the  meantime,  he  has  obtained  a  teaching 
post,  nuirried,  and  raised  children.  By  the  time  he 
earns  his  degree  he  is  in  no  mood  to  continue  his 
scholarship  or  research  activities. 

A  sign  of  the  changes  to  come  may  be  the  drastic 
revisions  recently  announced  by  Columbia  University 
for  Ph.D.  requirements  in  chemistry.  A  new  six-year 
program  proposes  that  students  receive  their  Ph.D.  two 
years  after  getting  their  B.S.  degree.  It  now  averages 
six  or  eight  years  for  earning  a  Ph.D.  in  the  sciences. 
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•  M.  (Jairr  ()’Hri(*ii  has  lK‘«n  up* 

(-nnsnitaiit  in  business  educa* 
tinn  for  the  ('uliforiiia  State  Depart* 
iiKMit  of  Kdiieation,  Sacramento.  She 
siicet'tuls  M.  Hernadine  Hell,  who  has 
joined  the  fandty  of  the  University 
ol  SontlxTii  (California,  lais  Angeh'S. 

Miss  O’Brien  has  Ix^eti  principal  of 
l)avis  (CCalifornia)  1 1  i^h  School  fur  the 
past  seven  years.  Prior  to  that  she 
was  head  of  the  department  of  hiisi* 
ness  education  for  over  twenty  years. 
She  is  a  inemljer  of  UBKA,  the 
(Califoini.i  BKA,  the  (California  Asso¬ 
ciation  of  Secoinlary  5»<'h<K)l  Admini* 
strators,  the  (California  AssiM'iation  of 
Wfimen  l)<‘ans  and  V'ice*Principals, 
and  NF‘:A. 

•  William  (Cordon  has  Iwen 
named  president  of  Bryant  and  Strut* 
ton  Business  Institute,  Buffalo,  New 

He  siicce<><ls  the  late  president 
Both  W.  Bryant,  who,  when  she  died 


Wll.MAM  (C.  (C(IHIM>N 

,  ,  ,  o  president  in  Huffalo 


in  Or.lolxfr,  was  the  lust  iurvivin(4 
mernix'r  of  the  family  that  fielped  to 
found  the  scIkkiI  in  18.54. 

Mr.  (Corrion  had  Ix’en  executive 
vice-|)resident  and  K^  'X'rid  manager  of 
the  Institute.  He  joined  the  staff  in 
1937  as  an  instructor  an<l  later  lie- 
r-arne  course  advisr*r  and  dean. 

He  has  vrve<l  on  tlie  exerutive 


APRIL,  1958 


43 


In  Answer  to 


Let  our  Sik‘nt-S«leHman-Safn> 
pie  MACAKILL  prove  to  you 
that  we  have  the  answer  to 
your  S.O.S.  cry  for  a  practical 
and  economical  method  of  lil* 
ing  Unbound  Magazines  and 
Pamphlets.  A  free  sample 
MACiAUl.L — with  complete 
description  and  price  list — will 
be  sent  on  request. 

It  must  sell  itself  as  it  has  to 
more  than  S()(K)  other  satisfied 
users.  No  salesman  follow-up. 
We  will  answer  your  S.O.S. 
by  return  mail  if  you  write 
today  to  . . . 

THE  MAGAFILE  COMPANY 

f.  0.  nil,  tl.  lml«  S,  Mmcwi 
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I  lM>ard  Ilf  KK'fA,  as  chairman  of  the 
I  private  school  owners'  program  for 
.NAHTK,  as  vice-presUlent  of  the  New 
York  .Slate  Kegisterer]  Private  Busi¬ 
ness  ScIkxiU  A.ssoc’iation,  and  is  an 
ac-tive  meinlMT  of  BFdtA. 

I  •  l.awrence  W.  Krickson,  Univer¬ 
sity  of  (California  at  Ixis  Angeles,  has 
ln-en  appointeil  head  of  the  depart¬ 
ment  of  liiisiness  edneation  at  Teach¬ 
ers  (College,  (Coliimhia  University, 
.New  York.  He  succeeds  Hamden  L. 
Forkner,  who  is  retiring  after  Ix'ing 
chairman  of  the  department  for 
twenty-one  years. 

DiK'lor  Krkk.vin  is  coauthor  of 
TweiUu'th  ('rtilurtf  7’f/;ieH  riling  and 
Thr  Si'crrtanjH  Book.  He  recently 
si'rved  as  visiting  profes.sor  for  one 
year  at  (.'oliimhia  while  Mr.  Forkner 
was  on  leave  conducting  a  stiuly  in 
Mexico.  l)«K-tor  Frick.son  has  alv» 
t.iiight  a  nninlM-r  of  summer  sr'ssions 
at  (Colnmhia  and  other  universities 
and  has  condiideil  mimeroiis  work- 
'  shops  in  typewriting  throughout  tlx* 
country. 

Dr,  Forkner  r«*f|uested  an  early  re¬ 
tirement  from  I'eachers  (College  and 
was  granted  it  hy  the  Imard  of  trus¬ 
tees.  He  will  continue  his  hiisiness-ed- 
]  iic.ilion  activities  hy  performing  spe- 
cialiml  research  in  his  textlxiok  siih- 
jects,  participating  in  workshops  and 
confereiKS's,  and  continuing  his  pro¬ 
fessional  writing. 

I 
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GROUPS 


•  EBTA  has  released  the 
schedule  for  its  61st  annual  con¬ 
vention  to  be  held  at  the  Hotel 

Slaller,  Boston,  from  .April  3  to  5.  The 
first  day  will  feature  the  o|)ening  gen¬ 
eral  meeting,  at  which  the  keynote 
speaker  will  lx?  William  J.  Sanders, 
(Connei-ticiit  (Commi.-..sioner  of  Kduca- 
tion.  T’he  annu.il  han<|uet  will  lx*  held 
that  evening.  '^I'he  secsind  day  will 
featiirr*  the  familiar  group  conferences 
in  the  basic  suhj<*ct  areas. 

TTu*  convention  will  close*  on  Satur- 
I  day,  April  .*5.  w'ith  three  pan<*l  dis¬ 

cussions  under  the  direction  of 
Presitlent  Paul  M.  Bovnton,  the  elec¬ 
tion  of  officers,  and  the  drawing  for 
I  a  $2(M)  scholarship  donatc'd  hy  Jack 

!  Freest,  president  of  Yankcx*  Hornc*- 

coming  19-38,  the  ''national  family 
rc'union"  lx*ing  sponsored  hy  the*  six 
I  \'c*w  F.ngland  States.  Tlie  award  will 
lx-  prc'sentcxi  to  a  stiidcmt  at  the 
winning  niemlx'r's  school. 

.\ctivilfc*s  will  Ix'gin  on  Wexinesday, 
‘  .April  2  with  a  9;()()  a.m.  meting  of 
the  Kxcmitive  Board.  FCxhihitors  will 
meet  at  11:00.  .At  4;(K)  p.m.  there 


will  lx*  a  joint  mc'C'ting  c»f  the*  Kxcxii- 
tive  Board  with  the  chairmen  of 
lcx;al  committees. 

Kegistration  will  commence  at  7:.'30 
VVedix*sday  evening  for  those;  wher 
arrive  e*arly;  it  will  resume  at  9;(K> 
a.rn.  Thursday.  The  remainde-r  of  the 
program  is  as  follows; 

TllfHSOAY,  .AI'HII.  3 

9:45-11:30  a.m.— Seciiem  Mex-tings. 

Suffrrvuiott  in  Puhlir  Sthtutls: 
elire-ctor,  William  Polish<x)k;  chair¬ 
man,  (Jharle*s  L.  Sewall,  Burde-tt 
(College*,  Bostern;  a.ssistaiil  chairman, 
.Mariexi  (Coleman,  Temple*  Unive*rsify, 
Philadelphia;  participants,  Sidney 
(kil|X*r  (rnexle-rator).  Dr.  Polislxxrk, 
and  I*’.  Howard  Strouse*. 

Junior  Co//egr's;  topic,  “Importance 
<»f  I.ilx*ral  Arts  to  an  Executive  Se*c-- 
rc'tary”;  dire*ctor,  Allx*rt  L.  Fishe*r; 
chairman,  .Mrs.  Jean  Sortt;vik,  Endi- 
cott  Junior  (Ce»lle*ge*,  Be-verly  Ma.ssa- 
<huse*tts;  p:irticipants,  Frank  FC. 
Hohson,  Margare*t  F..  Dick,  and  Mary 
Wotton. 

Private  School  AdininLstration: 
tftpic,  "Industry’s  Sponsorship  of  Eelu- 
cation”;  dire*ctor,  Dorerthy  (T  Finke*!- 
Iior;  chairman,  Jay  W.  Miller,  Coldey 
Bt*ac‘om  Sclxxel  of  Busine*ss,  Wilming¬ 
ton,  Delaware;  participants,  J.  Cordon 
McKinnon,  James  Kelly,  and  Sally 
Weimer, 

12:(K)  nexHi— F/7/oec.vh/p  I.ntuheon: 
dire*ctor,  .Allx*rt  L.  Fishe-r;  chairman, 
(Che*sley  Husson,  Husson  College, 
Bangor,  Maieie*;  sp<*aker  William  J. 
Bird,  exf*cutive*  vire-pre‘sident,  Boston 
(Chamlx'r  e»f  (Commerce*. 

2:30  p.m.— First  (General  Mertinn: 
I)re*si<’  iig,  Paul  M.  Boynton;  we*lcome, 
(Cove*  lor  Foste*r  Furcolo;  gre*e*ting.s, 
Mayoi  Je»hn  B.  Hynes  and  De*nnis 
(C.  Haley,  Boston  Supe*rinte*nde*nt  of 
Puhlie  Sch(K)ls;  re*sponse*,  John  M. 
Canty,  EBT.A  vice-pre*side*nt;  key- 
neite  spe*aker,  William  J.  Sanders 
(“A  I.<x)k  Ahe-ad  at  the*  High  SelKxtl 
(Curriculum”). 

8:45  p.m. -Contention  liatiffnet  and 
Dance;  prc*siding,  Paul  M.  Bovnton; 
invcK’ation,  Rev.  Palfry  Perkins,  King’s 
(Chape*l,  Boston. 

Fiuday,  .Aenii.  4 

9:45-10:05  a.m.— Ce*ne*ral  Me*etings. 

Secret  arud  Area-.  diie*cte)r  and 
chairman,  Jose*ph  (Crulx’r,  Dire*cte)r 

•>f  Busint*ss  Educatiern,  New  York; 
keynote  s|>e*ake*r,  Mary  ()Iive*rif), 

Teachers  f College*,  Columbia  Univer¬ 
sity,  New  York. 

Office  Practice  Area:  director, 

J(»hn  M.  (Canty;  chairman,  D.  I>*«) 
Daley,  assistant  superintendent,  B<»s- 
tern  Public  Schrxrls;  ke*yne)te  spe*ake*r, 
James  R.  Mee*han,  Hunter  C^rllege, 
Ne*w  Y«>rk. 
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lioitkkeepiii^’  Area:  (lir»*c-tor,  I*', 
liowurd  Strouw;  chairniaii,  Walter  A. 
Brower,  Kider  CJollege,  Trenton,  New 
Jersey;  keynote  speaker,  1^‘W'is  D. 
Boynton,  Teachers  (’ollege  of  C’on- 
nec-tinit.  New  Britain.  | 

Ha.SU'  Htt.situ’s.s  Area:  (hrc'c-tor,  i 
H«*rlM*rt  A.  Tonne;  ehainnan,  I.4*Boy  ' 
Brendel,  West  Hempstead  (New 
York)  Iligti  ScJirH)!;  assistant  chair-  ] 
man,  kennard  K.  CaHKlman,  Wj^st 
Technical  High  Sch(K)I,  New  York; 
keynote  s|x-aker,  M.  Herlx-rt  Free¬ 
man,  State  Teachers  (;oll<*g«“,  Mont¬ 
clair,  New  Jersey. 

Priiatr  Srhottl  Area:  director  and 
chairman,  Dorothy  ().  Kiiikelhor, 
Business  Training  ( College,  Bittshurgh; 
keynote  s|X‘aker,  Bhvllis  h].  Davis, 
Business  Training  (-'ollege,  Bittshnrgh. 

10;  15- 1  1  :.'V)  a.m,  —  Croup  Conler- 
«'nc«*s. 

Sr.C.HKTAlUAI-  AI<i-:A 
(»regg  Shortlumtl  llwory:  di.sc'iis- 
sion  lea<l<‘r,  Ad«tlph  J.  kestenhauin, 
Hughes  High  ScIkm)!,  New  Y’ork; 
consultants,  .Mrs.  Madeline  S.  Strony 
and  panel  ttf  KBT.A  ineiniMTS;  re- 
«-oi(lers,  (iornelia  I’atteson  and  A.  J. 
kalhangh. 

Pitman  Sharthaml  Theory:  dis¬ 
cussion  le.ider,  Seymour  Bosen,  Bich- 
man  High  ScIkniI,  .New  Y'ork;  consul¬ 
tants,  l<‘anctte  Bely,  .Ydricnne  Frosch, 
an<l  panel  of  KBIW  inciulM-rs;  re- 
c«)rd«-r,  Kthel  Barkliurst. 

Transcription  anti  Secretarial 
Trtnnmn:  discussiem  leader,  Bolx-rt 
(iriihhs,  University  of  Bittshiirgh; 
consultants,  Y'ivian  H.  Brown, 
Vance  ,\llyn,  and  panel  of  FBT.\ 
incnilM*rs;  recorder,  FNtelle  Bophani. 

Typen  ritina:  discussion  hauler,  T. 
James  t'rawfoiil,  Indiana  l/’ni\ersitv. 
BlfMimington;  consult.mts,  Fahorn 
Fli«'r  and  pan<-l  of  F.BI’.X  memlM*rs; 
recorders,  Fh-anor  .M.  I.amiM-rtson 
and  Helen  Hayes. 

r)FKI<:K  I'HAt.TKK 

Mat  hint’s:  discussion  leader,  John 
K.  Foristall,  Internal  Besenue  Sitv- 
ice,  Boston;  c()nsultants,  Margaret  M. 
Broun,  lulian  A.  .Milkes,  Mrs,  .Mij-i* 
(J.  Olson,  and  i)ani-I  of  KB  I'.Y  iru-m- 
IxTs;  recor«ler,  .Mrs.  Jennie  M. 
McNey. 

(Herieal  Vraetitf  anti  /'i/ing:  dis¬ 
cussion  leader,  la-onard  J.  I'orter, 
Prentice-Hall,  Inc.,  Knglcwo«*<l  (iliffs. 
New  Jr-rsey;  consultants,  .Myitle  I., 
(trover,  K.  Dorothea  Meyer,  Martha 
B.  Murdixk,  and  p.mcl  of  FBT.\ 
memlx'rs;  re<or<ler.  Both  Bosworth 

Filip. 

lUMIkKKKI'INt; 

Discussion  leader,  1.  David  Satlou, 
Thomas  Jefferson  High  Scliool, 
Brcxrklyn;  (srnsultants,  Harold  Baron, 
Esther  D.  Flashner,  Sarando  F.  (>ift(»s, 
ami  panel  of  FBT.\  memiNTs;  re- 
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CORRECT  EQUIPMENT  LEADS  TO  CORRECT  WORKI 
COMMERCIAL  DEPARTMENT  STANDS 

And  The  Eiclnsive  New  Automotic 

"LIFT-lOK" 

Posture  Chairs  And  Stools  For 
All  School  Departments 
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To  Adjust  Roise  To 
Desired  Height  And 
Chair  Will 
Automatically 
Loch  In 

Selected  Position 


MODERN*FUNCTIONAL*ECONOMICAL 


GARRETT  TUBULAR  PRODUCTS,  INC 

tiW  CARRITT,  INOIANAj 


P.O.  tOX  337 
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Than  gat  tha  naw  0  Kiva  Fila- lightwaighi, 
portobla,  with  many  utai  in  olhca 
and  homa.  Eithar  lattar  ar  lagal  tiia 

taldari  ft  in  thii  ona  fla.  Strang, 
corrugatad  fbra  board  with  handy  "tota" 
opaningt  front,  tida  and  raor  for 
aoty  hondling.  lood  ot-a  glorKO  indaii 
orao.  Attroctiva,  foda-proof  fnith 
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A  Light  Touch 

malcef 

NEAT 
ERASURES 

with  a 

RUSH- 

..PYBQCLASS 
EI*AS£R 

No  slip  sheet  needetl  Im*- 
tween  carlxin  and  ctipy. 
N«t  erasing  shield  —  the 
Btish  Fraser  is  less  than 
one  chat.K  ter  thick,  in 
Ix'uutiful,  life-time  plastic 
case,  handy  to  us«*  as  a 
pent  il,  with  long-lasting 
pro|)el-re|)el  refills. 


FREE!  Mar.ual  of  Racord  Sfor- 
aga  Practico— falls  you  how  long  fo  kaap 
racords  plus  halpful  hints  on  racord  sforaga 
practico.  Writa  for  your  copy  TODAY! 


BANKERS  BOX  CO. 

2M7  North  2Sth  Avn  a 


•  Dept  aiw  t 
Fraalilia  Farh,  III. 


Order  from  your  Doaler 

•p  sond  SOF  •nd 
noMio  of  dootoa  to 

Th«  Eraser  Co.,  Inc. 

IMS  S.  CHoloa  Si.,  Syratasa  4,  M.  V. 
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ctntlf'T*,  V'olliti  B.  Wflls  and  Augusi- 
tua  C.  Jr. 

HAIUJ  HUaiMKM 

f>Hiaiiltaii(a,  p»tu‘\  of  KBTA  tttem- 
ri*cofil4;r,  Kiinki;  L.  .Miller. 

FMIVATE  ar:iior>f.s 

Ar;r;r>unl<rig:  corisiiltaiita,  John 

M.'itook,  Davul  B.  Walker,  Beaaic  C. 
Sharpe,  and  FxJward  I.  Marton. 

Stu/rtharul  atui  TrautcriptUmi  con- 
aiiltanta,  Wraxlrt/w  W.  Buhlwin,  Mra. 
F^itlarr  M.  .Moran,  Donald  II.  Pcter- 
aon,  ami  pamd  of  F^BTA  ineinla,'rs. 

TyppwriHnu  (Manual  and  Elec- 
trit:):  eonaidtanta,  Angela  D.  Torrisi, 
Fallen  C.  Talcott,  Donald  J.  Post,  and 
parrel  of  F^BTA  mcmlrers. 

a.rn.>3:(K)  p.rn.— Hereaa  for  oh- 
$ervam:e  itf  CUntd  FrUhiy. 

3:tK)  p.iu.—liffpmt  of  mmiinaiinff 
rommitt/'f’. 

3:  lS-3:3.'5  p.m.— (General  .Meetings. 

Office  Practice  Area:  director, 
John  M.  Oanty;  chairman,  Hrii<«  F*. 
Jeflery,  State  I'eachers  tarllege, 
Salem,  .Mas.suchii.M‘tlsi  keynote 
spr^aker,  James  H.  Mm-han. 

liiHtkkeepinn  Area:  director,  F’. 
Howard  .Stronsr*;  keynote  speaker, 
Bae  D.  Anderaon,  B«Mitley  School  of 
Aeccinnling  and  F'inanee,  Boston. 


Dvdrihutice  Education:  director, 
William  M.  Foliafiook;  chaimaan, 
•Matthew  E.  (.'.urdtria.  State  Super* 
visor  of  Distrilnitivc  Fkiucation,  Mont* 
prdmr,  Vermont;  keynote  speaker, 
ilarokl  F>.  Shapiro,  State  Supervisor 
of  Distributive  FIducation,  Bostoi>. 

Student  Teacherm:  director,  Her- 
lN*rt  A.  Tonne;  chairman,  Lester  I. 
Slmler,  Boston  University;  assistant 
chairman,  F)li7.abeth  D.  Van  Derveer, 
State  T<*achers  College,  Mmitclair, 
.New  Jersey;  keynote  speaker,  Helen 
K(‘ily,  Salem  (Massachusetts)  State 
'l’<‘achers  (arllege. 

3:45-.5:(K)  p.rn.— Ooup  Conferences 
in  each  area. 

Secretarial  Area:  llie  morning  am- 
lerences  will  lie  re|>eate<l  in  all  four 
areas:  Cregg  Shorthand,  Pitman 
Shorthand,  Secretarial  Training,  and 
Typewriting. 

Office  Machines:  discussion  leader, 
Marchant  W.  F^ldridge,  .New  FIngland 
Mutual  Life  liiMirance  (Company,  Bos¬ 
ton;  consultants,  C.ladys  Rixhy,  Mrs. 
Helen  D.  Joyce,  John  K.  Keelon,  and 
|)anel  of  Fdt'I'A  iiK'mlH'rs;  rec-order, 
Hiith  W.  t,'h<‘llis. 

Clerical  Practice  and  Filinu:  dis¬ 
cussion  leader.  Jack  Crossman,  Dmlgc 
V(x»tional  High  Sc1uh)1,  New  York; 
ccmsiiltants,  Beatrice  L.  Bmworth, 


Gerald  Cordon,  Doris  Near,  and 
panel  of  EBTA  members;  recorder, 
Wcxxlrow  W.  Baldwin. 

Bookkeeping  Area:  discussion 

leader,  Melvin  E.  Jack,  North  Quincy 
High  School,  Quincy,  Massachusetts; 
consultants,  Frank  W.  Kerwin,  Arthur 
J.  Sullivan,  Kenneth  P,  White,  and 
panel  of  F^BTA  memliers;  recorders, 
William  F.  (.’lynes  and  Rolrert  C. 
Waehler, 

Diatrihutive  Education:  discussion 
leader,  Harold  E.  Shapiro;  consult¬ 
ants,  Helen  M.  Moran,  William 
Sheskey,  jerhn  B.  Casey,  Peter  C. 
Quinn,  and  panel  of  EBTA  rnemlrers; 
commentator,  Matthew  F).  ( iardoza; 
recorder,  Helen  Cioffi. 

Studi'nt  Teachera:  Paiu-1  of  stu¬ 
dents  from  participating  colleges;  re¬ 
corder,  .Mary  C.  O’Toole. 

Fa'E.ninc:  Kinescope  of  WCdlB  tele¬ 
vision  program,  “People  in  Business,” 
will  be  shown. 

Satx’rday,  Apbii.  5 
9:15  a.m.— C»enefa/  Meeting:  theme, 
*‘l>eveloping  Basic  Skills”;  director, 
Paul  M.  Boynton. 

Arithmetic  aid  Bookkeeping:  chair¬ 
man,  W'illiain  Selden,  Pennsylvania 
State  Consultant  of  Business  Educa¬ 
tion,  Harri.shurg;  panel,  John  M. 
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NEW... PRACTICAL... a  must  (or  every  Business  Teacher 

ACTIVITIES  HANDBOOK  FOR 

BUSINESS  TEACHERS 

CLUBS,  PLAYS,  AND  PROJCCTS  SUGGESTIONS 

GUIDANCE 

By  Helen  ilitikMui  Green,  Fid. I). 
-  Mirhigan  State  l^niverhity 


litis  exciting  new  handhtark  is  filled  with 
ideas,  suggestions,  and  guidance  on  extra¬ 
curricular  activities  for  business  teachers. 
Whether  you  are  a  new  teacher  or  an  “old 
hand”  at  extra-ilass  activities,  you  will  find 
this  new  book  useful  and  inspiring.  Topics 
include:  organizing  and  conducting  business 
clubs,  10  complete  business  plays,  10  club  pro¬ 
grams,  radio-TV  program  planning,  exhibits 
and  newspapers,  contests,  field  trips,  parent’s 
night,  fund-raising,  public  relations,  teacher's 
professional  activities,  etc. 

ORDER  YOUR 
COPY  TODAY 


6s9;  3S4  pp 


I  GREGG  PUBLISHING  DIVISION  McGRAW-HILL  BOOK  COMPANY,  INC. 
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BUSINESS  EDUCATION  WOKLD 


Aicliele,  Harrison  Caiiu'ruii,  Isadore  J. 
Feuer,  and  Esther  A.  Tunihiill. 

Ilaruituritinfi:  chairman,  \V.  L. 
Rinehart,  Rinehart  Functional  Hand¬ 
writing  System,  Waltham,  Massachu¬ 
setts,  and  Wesley  E.  Scott,  Director  of 
Business  Education,  Philadelphia, 
Pennsylvania;  panel,  E.  Francis  Kane, 
(Charles  Setwy,  George  F.  \N’riglit«)n, 
Matthew  jasner,  and  L<*on  Ruhin. 

Enulvuh  atul  Spe/Zin*':  chairman, 
Mrs.  Surniiel  E.  Stewart,  jr.,  Stoning- 
ton  High  S<-hool,  Pawcatiick,  Con¬ 
necticut;  panel,  Frank  I^nhatn,  Elsie 
la'ffingssell,  Kenneth  Zimmer,  Dorothy 
I^ee,  Gladys  Hosey,  and  Mrs.  Lucy 
Medieros. 

h'-lectum  and  inxtalUition  of  officers. 
Drauiufi  for  prizes:  tlirector,  John 
M.  Canty;  ineml)ers  must  Ik*  present 
to  win. 

I'dK)  p.m.  President's  Luncheon. 

2:30  p.in.-A/ectifig  of  Executive 
Hoard. 

Other  siMM'ial  convention  activities 
are  sponsrrred  hy  the  following 
organizations: 

Albany  State  Ca)lleg<*  for  'I'eachers 
-breakfast,  Frirlay,  H:00  a.m. 

f.onneeticnt  Hiisin«‘ss  Fahication 
I  eachers— hincheon,  F'riday,  12:(Kt 

IKKHI. 


Golninhia  Teachers  (.'ollege  Alumni 
—breakfast,  Saturday,  H:(M)  a.m. 

Delta  Pi  F'psilun-diimer,  Friday, 
6:00  p.m. 

Pi  Omega  Pi— luncheon,  Friday, 
12:30  p.m. 

Syracuse  University  Alumni -coffee 
h<Mir,  Friday,  4:30  p.m. 

In  charge  of  the  pnigram  are: 
Emma  M.  Audesirk,  Northern  Valiev 
Regional  High  School,  Demarest, 
New  Jersey,  tlirector;  and  Florence 
McCiilvray,  Wellesley  ( Massachu¬ 
setts)  High  Sch(K>l,  asstX'iate  director. 


SCHOOLS 


•  Business  Training  (iollege,  Pitts¬ 
burgh,  Pennsylvania,  dedicated  in 
F'ebruary  its  new  building  at  WoikI 
Street  and  the  Boulevard  of  the  Al¬ 
lies.  Officiating  at  the  ribiMHi-cutting 
ceremoni(‘s  was  Mayor  David  L. 
Lawrenct!. 

Tbe  college,  founded  by  Dorothy 
F'inkelhor,  also  celebrated  its  twenty- 
lifth  anniversarv  at  the  opening  u're- 
inonif's.  Chivernor  G«*orge  L.  L<*ad«-r 
of  Pennsylvania  was  honorary  chair¬ 
man  of  the  anniversary  t'oinmitt<‘e; 
the  ineipiN-rs  were  Pauline  Sr-dlack, 


Branch  Rickey,  Sr.,  D.  D.  l^esseii- 
berry,  and  Charles  H.  Nutting. 

BusirM'ss  Training  College  is  par- 
tioilarly  noted  for  its  two-year  Medi- 
t'al  Secretarial  Course,  iN'gun  fifteen 
years  ago,  anil  its  Engineering  Secre¬ 
tarial  Canirse,  now  three  years  old. 


OiNi  R  AL 


•  Nominations  for  the  16.58  John 
RoIm'iI  (tregg  .Award  are  now  lieing 
accepted  by  MargarH  11.  FHy,  new 
chainnan  of  the  administrative  com¬ 
mittee.  Nominations  will  l>e  acxi'pted 
until  July  31.  Nomination  blanks 
should  be  requested  from  Dintor 
F'ly,  4716  Fdlsworth  Avenue,  Pitts¬ 
burgh  13,  Pennsvivania.  The  award 
winner  will  l>e  cliosen  by  a  cominit- 
te<>  of  six  business  educators:  Dm'tor 
F'ly,  Vernon  Payne,  la'slie  J.  Wbale, 
William  M.  PolishiMik,  Dorothy  Tra¬ 
vis,  and  Vlilo  Kirkpatrick. 

The  John  Rola'rt  Cbegg  Award 
was  establisbeil  in  16.5.3.  It  consists 
of  a  citation  and  scroll,  plus  a  cash 
gift  of  $5(K),  Previous  winners  were 
FVederick  G.  Nichols,  Paul  S.  Izimax. 
I).  1).  la*ss<*nrK>rry,  Elvin  .S.  F.vstci, 
and,  in  16.57,  Hamden  L.  F'orkner. 


SUSTAINED  TIMED  WRITINGS: 

Feutiirin^  riling  dopy  liy  kl\IK.\IJi  AIM)  KO>^l.k 

Ity  Griihhs  and  K'hile 


wi  pp.,  m  X  um 
Hpiral  liiiund 


*  Coinpilulion  of  42  timed-writing  •electioriH  for 
building  and  sustaining  typing  n|>eed. 

*  Rased  on  internationally  famous  KIMBALL 
AND  BOWI.E  copy,  now  modernized  and  re¬ 
fined. 

*  Big  tyjie  for  ease  of  reading  at  arm’s  length. 

*  Spiral-bound  with  forms  fur  keeping  trick  of 
typing  progress. 
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Projector,  Built-in  S<r»«n 

'flu-  I'rofi'Hkional  'rwo-Iii-OiM*,  a 
lOfiirii.  wiiiikI  motion  picture  projer-- 
ter  with  a  hiiilt-in  IH-  by  13-iiich 
M-recii,  itak  Ix-cn  announced  by 
Triangle  l'r»ijcctor».  'Mic  area  of  tin- 
Ncreen,  c(|uival<'nt  to  that  of  a  21 -inch 
TV  kcreen,  is  rcjxirtcdly  64  pi-r  ci-nt 
larger  than  that  on  any  tither  available 
unit.  (>f  iinbieakable  translucent  plas¬ 
tic,  the  s<  reel)  has  a  wide  viewiiiK 
an^le  and  black  shielding  on  all  four 
sides  to  prevent  stray  li(iht  from  dull- 
iliK  the  iinaKe. 

( ainvenlional  use  of  the  proj«‘ctor 
is  arranged  by  swittKiiiK  the  mirror 
out  ol  the  li^ht  Immiii  and  replacing 
the  lens  uith  imr  of  normal  2-in(  h 
Imal  length.  Ih*'  'I'wo  in-One  has  a 
750  Walt  l.imp  (  MMHI-waft  capa<-ity) 
and  will  accomiiKMlale  2,04)0  f(M)l 
reels.  The  gray  plastic-covered  caM‘ 
measmes  IS  by  10  by  25  inches.  Price 
«d  tin*  projector  is  $00S.50  complete. 


Option. il  e<|iijpmenl  im  hides  ,i  2-in(  li 
Ih'll  Ai.llossell  .Super  Proval  lens  loi 
liont  pio|e(tloii  ,tt  $  17.50. 

NN’iile  to  lii.mgle  Projectois,  Inc., 
3700  O.iktoii  .Slieet,  Skokie,  Illinois. 

Aluminum  Base  on  Choir 

.\  last  ahimimim  base  with  .i  22- 
ini  h  spie.id  has  In'ch  developed  for 
the  new  set  retari.il  {rostiire  i  h.iir  ol 
the  Styles  .Se.iting  t'ompaiiy,  01  1  Wal- 
iiiit  .Slieel,  Philadelphia  7.  I'he  com 
foit-desigiied  seat  is  cushioned  with  a 
2*4  inch  thick  iMinilcd  loam  kites 
p.iddmg.  .\  thiee-way  b.ick  adjust¬ 
ment  piovides  siipiMirt  where  it  is  re 
ipiired,  and  the  seat  height  is  easily 
ud|usted  by'  a  h.ind  wheel.  'I  he  C'h.iir 
is  u|)holsteied  in  nine  colois  of  (’  .S. 
Mlastic  .N.iiig.ihs lie. 

Six-Column  Adding  Machine 

I  he  Six  .\dd  .Seven  non  snbtrai  tor 
electric  10-key  .iddiiig  machine  h.is 
Im-cu  aimoimceil  by  the  (a-neral- 
(ollM'it  ('or|)oiatiou,  150  liio.idw.iy , 


New  York  3H,  New  York.  The  "67” 
adds  six  erriutnns  to  st'ven-column 
capacity,  multiplies  by  means  of  a 
single  entry  of  the  multiplicand  and 
deprr*s8irig  tlw  /4*ro  key  to  the  projrer 


column,  and  shows  sub  total  and  tot.il 
loi  easy  chei  king. 

I  he  machine  measures  12V4  by  HV4 
mi  lies  .mil  weighs  less  than  12 
|)ounds.  It  comes  in  a  la-ige  Iroily 
with  coral  and  yellow  keys.  A  carry¬ 
ing  easi'  is  available.  Price  of  the  m.i- 
I  hlne  is  $110  50. 

Duplicator,  Utility  Cabinet 

comp.ict,  sin.irtly  styled  dupli¬ 
cator  and  utility  cabinet  has  iH-en 
ni.ide  as.iikible  by  the  Holm  Diipli- 
I  .itoi  (  a>r|Miration,  1 11  I'oiirth  .Avenue, 
New  York  16,  Ni'W  Yoik.  I  he  cabinet 
measmes  IS  inches  wide,  10  inches 
deep,  and  has  an  adjustable  height 
ol  20  to  30  inches.  It  has  a  hammer- 
tone  finish  in  two-tone  blaik  and 


l.iwn.  .-\  sliding  shell  (see  photo)  is 
also  avail.ible 

rhe  eabmet  sr-lls  lor  $30. .50.  .\ 
larger  si/e,  20  inches  wiile  and  with 
.1  slid«‘-out  sid«-  shell,  is  $50.50. 
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Interlock  Stops  Film  Breaks 

.\  safety  interliK'k  th.it  automatical¬ 
ly  "remembers”  to  diseug.ige  the  re¬ 
wind  gear  is  lealiired  in  the  new  Hell 

Howell  16mm.  sitiiiid  motion  pic¬ 
ture  projector,  'riii*  interliMk  is  built 
into  the  newly  designed  takeiip  reel 
.irm;  a  spindle  disengages  tin*  rewind 
gear  when  the  reel  itf  film  is  removed. 
This  feature  is  p.iilicul.irly  helpful  in 
schiKtls,  where  inex|)ciienced  students 
may  at  limes  itper.ile  the  machine. 

.Another  leature  (tf  the  new  P’ilmo- 
sound  Specialist  369  is  factory-sealeil 
lubrication  that  climin.ites  the  need 
lor  oiling  the  unit.  Ihe  machine  also 
has  sapphire  jewel  insets  iMiniled  to 
the  shuttle,  film  guide  mils,  and  side 
tension  clips— those  met.il  p.irls  that 
receive  the  most  wi'ar.  Tests  show 
thesr*  jeweled  p.irts  l.ist  four  times 
longer  than  normal  metal  p.irts. 

The  l‘'ilmosound  S|M'cialist  has  a  15 
watt  umplilier  and  an  H-inch  sjieaker 
in  .1  single  case;  it  retails  .it  $466.6.5. 
Higher  priced  units  are  also  avail.ible. 
Write-  lor  further  inlorm.ition  to  Ih-ll 
4c  Howell,  7166  MiTaiimiik  Hoad, 
(diicago  45,  Illinois. 

New  Products  at  a  Glance 

•  "(,)uick  Heleasing  'l.icks";  com¬ 
bined  n.iil  and  pa|)4-r  fastener,  l-'our 
nails  at  base  grip  nailable  surface 
permanently;  spring  clip  atl.iehi-d  to 
base  holds  p.qx-rs  securely  until  re¬ 
lease*  lever  is  pressed.  One  dollar  for 
Imix  of  1.5.  Maile  by  (bingo  .Manu- 
f.icturing  Company,  214  l•'.lm  .Avenue, 
D.mville,  Illinois. 
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I  HI  IlIMVc  I  l.llt  St>JI  lllf(  I  >t 
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(iililliil  It  |><  ;iiill%  t  III  1 1 1  liiiii> 

williiiul  tllnr  I  II|IM|||||||>{  I  Jliil 

Iiistly  I  tiiljl  ||  lypllix  ol  .1  p.iv< 


All  till'  Iiprullliyc  I1I||I|I||%  .IK 
Xliiilpiil  iltiiuiilly  N^illiiii  till 
k<'ylti>.Uil  JK  .1  Ki  Mill  .Niiw.inIi 

iiiiiliiiii  li  %>  (li.iiiti  till  (iim 
.Hill  I.Kit  I ,  I  .iM(  I ,  /■<  A/i  I  ty  piii|{ 

f4m4  ttmJ  •rrut  i.m%*rmt 


I  lie  %pccial  Ki  yhoaiil  Sinpi 
jiul  slixlilty  %l.iiilt'il  ki'y>  ytivi 
uiiin.iti  Ik  il  ty  piny; I iiiiitiii t  I  .n  I 

key  ( tisliiiiiii  il  III  piivdil  ll.il 
l(-<liny;  .iikI  uivc  IiviIiii  Ihiii  Ii 


I  mil  on  tiKljyS  Sinitli  <  1111111.1 
lli'itiu  Jiul  iiiNtuiitly  yiiii  Ml 
line  lit  il>  iiuny  li.ilniis  ll> 
Niy;nul  I  lytlil  iininiili.ili 

•tllil  pmllltt  nil  iiti  lllilll  ulliin 


'I'o  help  make  your  »tudrnit 
hciii-r  tcirriarirt,  iht*  nria 
Smiih'(!(ir(ina  hlciiric  ortrr* 
yiiu  the  iKorlil'a  hnrii  anti 
fa%K-»t-ti)-(rat  h  leatiiro; 


I  Vi'ly  Slililli  f  nrniiJ  I  In  till 
fi  .ituii  It  ill  tixiii  il  III  liiiiiy;  yiiu 
till  Inn  tl  piittihli  lytmiK  jI 
a  t|>iiil  latti  r  llijii  tli.il  III  any 
iitliir  typiHiitir  in  tin  vtnilil 
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** G/fSUonal  Machines  save  us  $933,400  a  year. . . 

return  104%  annually  on  our  investment  •  —  tMtlATON  COIPOIATICN  or  AMIIICA 


“TJir  iii;tji)i  <if  SJid  .lion 

l*>  t<i  f-’ivr  ‘iijr  ^'ur'-t»  thf  [mss  il)l»» 

MTVIM-  l«l  llflj*  ;H  <  liMIpll'll  tills.  v\r  li.iM- 

itist;ill<-ii  Ni'itiipiial  M.ii  liiii»-s  ,'iiiii  '^\stcriis. 

“’Naliiiiial  A<  <  iiuiititif.'  Ma<  liitics  at  mir 
front  <lrsks  k«T|i  our  )/u<  '-ts'  ai  i  outits 
[losti-ii  u|i  to  tin-  imiiiitf  '«o  that  tli*-\  arr 
roaiiv  v^lirii  (.'ijcsts  (  luM  k  out.  I  lu-sc  Na¬ 
tionals.  lik<-  tliosr  in  our  liai  k  olin  r.  also 
i-u|>|il\  IIS  vMtIi  valualilr  inforniation  from 
xarioiis  il<-[iartmf‘nts  that  is  nni-ssary  to 
|>ro\  i(l<*  still  moir  I'iiiiirnt  M-rvur. 


‘'N.itiiiiial  (.as|i  Hi-f-'istirs  a.i  '•ooil- 
Ih-MT .ij.'!-  Mai  liiiics  s|>«-«*(l  s»-rv  K  (•  wliilr  eri- 
fori  in|/  ai  <  iirai  v  in  liariiilin);  traiisai  tions. 

“  Anil  our  National  Adding.'  Mai  Im  »-s 
also  ri  jiay  tln  ir  <  os|  i-M  ry  ynar  in  [i  *• 
M-nt  I II”  I  f  I  or  s  and  sav  inj/  t  inin  and  rffort . 

“Ur  I'stiniatr  tlirsc  Nationals  savr  ijs 
S't.i  'i.hMt  a  \rar.  y’lvinp  an  annual  n  turn 

Ilf  iD-l'i  on  oijr  iiiM'strnrnt  of  V M t.” 
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